
r 
REQUEST AUTHORITYI
TO DISPOSf OF RECORDS 

(See	 l nst ructsons on Re uerse ) 

TO·	 GENERAL SERVICES ADMINISTRATION,
 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408
 

1 FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provtstons of 44 USC 33030 the dis-DEFENSE CONTRACT AUDIT AGENCY posal request, Including amendments, IS approved except for 
items that may be stomped "disposal not approved" or "with-
drawn' In column 10 

HEAD TERS CAMERON STATION ALEXANDRIA VA 22314 

3 MINOR SUBDIVISION 

4 NAME OF PERSON WITH WHOM TO CONFER	 5 TEL EXT 

S bil L. Taylor, Records Administrator 274-72atr /1-1-1,/
6 CERTIFICATE OF AGENCY REPRESENTATIVE	 Date 

I hereby' certify that I om authorized to act for this agency In matters pertaining to the disposal of the agency 5 records, that the records proposed for disposal In this Request of 
at t ac.hed. poge(s) are not now needed for the bustness of this agency or will not be-needed after the retention periods specified 

Harry W. Kettles
 

'./7. ,,, Deputy for Resources Management
 
(Date)	 (TItle) 

97	 8 DESCRIPTION OF ITEM SAMPLE OR 10
ITEM NO	 (With Inclusive Dates or Retention Periods) JOB	 NO ACTION TAKEN 

Chapter 5, DCAA Manual 5015.1, DCAA Files Maintenance
 
and Disposition Manual. Appendix 5-B contains the
 
Files Identification and Disposal Standards for all
 
classes of records now known to be accumulating within
 
all echelons of the Defense Contract Audit Agency.
 

STANDARD FORM 115 
Revrsed November 1970 
Prescribed by General Services 

Adrmmsrranon 
FPMR (41 CFR) 101-114 
115-105 



• DCAAN 5015.1 

THE DClIA F 1 U:S SY::;TEN A~m FECOlillS COnTROL SCHEDULES 

The Records Disposal Act of 1';)43, as alTI2nded,and the Federal 
Records Act of 1950, as amended, est ab I i sh the st and ar d s for 
retention, destruct~on, and transfer of Federal records. The 
Director of the Defense Contract Audit Agency, CIS head of a 
Federal agency, is requ~red to establish and maintain an 
active, continuing program for the economical and efficient 
management of the records of the Agency. 

B. Background 

A detailed study of DCAA records has been completed with the 
assistance of the National Archives and Records Service (NARS)
of the General SerVlces Administrat~on (GSA) and the General 
Accountjng Office (GAO). Based on the results of the study,
rec comend at i ons from GAO, the General Records Schedules issued 
by GSA, ~nd the retentlon plen prepared with the assistance of 
NARS, the DCAA Records Control Schedules are printed as Appendix
B to this Chapter. These schedules supersede all prevlous
records disposition schedules used in DCAA . 

.I 

The DCAA Records Control Schedules are mandatory and provide
for: (i) the preservation of records which are of long-term
or permanent va lue; (ii) the prompt dis posa 1 of record s which 
do not warrant further retention; and (iii) the retirement of 
records to Federal Records Centers wh i.ch are no longer needed 
in current business but are not eligible for i~edlate 
destructldn. 

II. THE DCAA FILES SYSTEI1 

The DCAA Files System is designed to provide a system for identifying
and organ~zing records for filing, for reference, and for their 
eventual dispos~t~o~ on an orderly and systematic basis. It shall 
be used for both classifled and unclass~fied documents. The control 
and accou~tab~lity of classiEied docu~ents shall be as prescribed by
the cognizant secur i ty control officer; howeve r , authori ties con-
tained herein to destroy files do apply to classified documents. 



A. Conce_E..!: 

The DCAA Files System Ie, a modi f i.cd f unc t rona l f] Li n ; s y. ~-;~1,1. 

The subject cOle30ricb chosen for fIling titlps or gUIJ~S
reflect the P,;;cncy's purpose, mi ssi on , prOZri_,nl,';, orp roj ec t.s, 
ac t i.v i t i.e s - c ormon ly e:-:jJress2das r:\;~-l('tlons - [lqt t:K f,-~ir!.g 
titles and guides do reflect subject 1,'ottcr. p, d ocumc n t l-~"y 

be f i Led acc ord i ng to the f unc t i on t t r c-la tes <111:1 not n,"c-
e s sar i Ly ac cord i.ng to the subject of the dOCU,112'1t... Su:::1i.:> 

grouping of files permlts easy adcli~jons, deletJ0ns, or 
mod i f Lc at Lons to the system; permits Fu nc t Lons to 1)12 t rr...s rc rred 
from one office to another with only ~inor modificJtlODQ tn 
the central f i les master a nd ex a nd the files s t o Lion d ir ec t.ory ; 
and precludes loss by mi s f i.Li.ng of documents wh i ch may «ccu r 
from the sharing of responsibility for an action by scvsr~J 
off ices. Br iefly, this concept j s th,-' func r ionst repLeH"~c 
the most significant work areas with1.n the Agency regardless nf 
the office performing the work. 

B.	 Organization 

1.	 The system is organized into six primary functional arcos, 
as f ollow: 

Number	 Primary Funct_~on 

100 Administration 
200 Planning and Review 
300 Personnel Administration 
400 Financial Management
500 Information Systems and Services 
600 (Reserved)
700 Audit Management and Services 

2.	 File numbers consist of a minimum of four digits which 
represent a progressive subdivision of the primary function. 
For example: 

400 Financial Management

(Primary Function)


20 Accounting

(Secondary Function)


2 Allotments
 
(Subfunction)


Disbursement Vouchers 
(Subject Files) 

.5 

5-2
 



LlCA;-\~ljlJ 5.] 
~
 

Thu s t l l e r.umbc r 42'2.5 c cn t a i ns d i ubu r s oru.u.t. v ou clic r s • 

Certain f rlos have been further ~;ul)dl.vLded f or e ase or 
f i.Li.ng nnd r c Ee r e nc e ;-)8 we l 1 ::IS [0 s e p a r a ce c a t.e gor a c s 
of records wh1.ch hJVC different disros1.t1.011~L~njalds 
w i th i n a file series. (See Sub scc t i on C, L")110r.'ir1Z.) 

3.	 Add i t i.onaI f our+d ig i t; f i.Le num'vo r s INI)' not 1.\(2 add crl lor.a lIv , 
Requests for add i ri ona l f our+d lvr t clle scr i os numbr rs ,nIL 
be submitted to the Re cord s Adrm n ist ra t or , TJC,\c\, for :·lP,y;:ovaJ. 

C.	 Subd i.vi.si.on of Subject Files 

Documents filed under a single Lour-digil file number Hill Le 
subdivided as necessary to facilltaLe filing and reference. 
When, due to the general nature of the funetlon represcnLed by
the	 file number or wh en t lre v oLume 01. papers u nd e.v a f1.10 nurnber 
is or is expected to be in excess of o~e folder, the material 
should be subdivided under what ever me ans w i Ll best serve 1 eI> 
ercnce requiremcnLs. Subd i.vi.si ons may we Ll,be made w i th Ln one 
folder, partjcularly in lOll activity subject areas, to conserve 
space and supply costs. 

1.	 File Series Number Suffixes. A nurnerlcal or alphabetical
suffix may be added to four-digit file nU'ubers for reaely
identification of subdivisions w i th Ln the series. Na ny 
files series in Appendix 5-B have prescribed suffixes for 
ease of filing and reference as Hell as to separate categories
of records which have different disposition standards within 
a file series. 

2.	 Methods for Files Subdivision. One of the basic sequence
methods for files subdivision specified below should be 
selected. 

a.	 Subject Arrangement. This term describes the arrange-
ment of files identified by digits foll ow ing the decimal 
in the four-digit DCAA Files System Numbers. Such files 
may also need to be further divided by sub-subjects. 
This subdivision arrangement is most frequently used in 
"general" files. 

b.	 Numerical Ar ~l.:' ·'::.menc:. system is used to subdivideThis 
records that ~re normally iden~ified and referred to by
number such as requisitions, contracts, assignment numbers, 
etc. Other records, such as accounting documents, are 
often arranged by allotment numbers, voucher numbers, etc. 
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-
c.	 Chronological Arrangement. This system is used to arrange
documents ~n date sequence when the date ~s the primary 
means of reference. It is the most useful method for 
keeping documents in small manageable groups, usually by 
year, month, and day. Chronological arrangement is fre-
quently used in conjunction with other systems of sub-
divis~on. Read~ng and suspense f~les are examples of 
records which are generally arran~ed by date. 

d.	 Geographical Arrangement. This arrangement is by geo-
graphical location such as area, country, state, county, 
etc. It lS used when geographical location is of primary
importance in referring to records. Usually, the flle lS 
arranged in alphabetical sequence first by the name of the 
main geographlcal division such as state, then by the 
next most important subdivision required for reference 
purposes such as counties and cities. 

e.	 Organizat~onal Arrangement. This file arrangem2nt is 
used when the grouping of documents by the name of the 
organization is of primary importance in referring to 
the records. Organizational arrangement is fundamentally 
an alphabetical and/or numerical arrangement of organ-
izations as they relate to each other. For instance, 
in Headquarters many files are subdivided by Reg~onal 
Headquarters in alphabetical order. 

f.	 Alphabetical Arrangement. This arrangement is used to 
file documents by names of persons, companies, agencies, 
etc., in alphabetical order. It is used when the name 
is of primary importance in referring to the records, as 
in the case of Official Personnel Folders. 

D. Mandatory Use of DCAA Files System - Serles Numbers 

As a minimum, 
series number 

all file folders will contaln 
prescribed in Appendix 5-B. 

the four-digit file 

III. SELECTING FILE NUHBERS 

A.	 General. All offices are reminded that the DCAA Files System
is intended to preserve and protect those records created by
DCAA offices, the Official Record Copy (ORC). 

1.	 An ORC may have attached as backup a document created by
another office or agency, but this is not always the case; 
e.g., contracts are not retained as backup to contract audit 
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reports. Cene r a l Ly , if <1 b a cl.up d ocum=nt. .L':> clearly ,:!C"_l-

t i.f i ed ill t he ORe, r e ao i Ly dVc'llab1e el.c.e\\71;~~rc" and \71}LY 

large, lL need not b~ rotained w~th the O~C. 

2. Documents received that s ervo on ly for future SlidrE'fCr'::1l'~'2Ll 
be filed or.ly in r ef crence fl.1::':5 and not u nder funsLl cL;aj 

fi Le series numbers. 

3.	 Documents received th a t require 110 a c t i on on the P ..a rt or the 
office and which will not serve as future re[cren~e do~u-
ments shall not be retained anJ filed under functl.on~L file 
s or Le s numbers. 

B.	 Who and When 

1.	 Creatir~iL9ffices. The creating office is responsible for 
select1.ng the [1.le number, based on the function SlJppurted,
when the rec.ord is created. 

a.	 On letterhead correspondence, the file number shall be 
included as part of the "In Reply Refer To" section: 

CMA	 500.1 (HQ) l-CP 300.1 (Reg. HQ) 4.l1/763.~10 (FAO) 

This is particularly valuable to the writer upon receipt
of a response to the correspondence, because the file is 
identified in the reference section of the response: 

"In	 reply to 4.11/763.410 of 5 May 1974 .. II 

b.	 The file number shall be shown on all file copies as 
well as the original of such correspondence. This is 
particularly valuable in reading and chronological files, 
which may be used as an index to the office's files 
system. 

2.	 Recipients. Recipients are not required to file a document 
under the number assigned by the creating office; however, 
in many instances, such will be the case. The recipient
must file the document under the file series number for the 
function supported. Documents received by an office Hill be 
filed based on the criteria set forth in Subsection A, above, 
and Subsection C, belay]. 

C.	 How 

1.	 Types of Files in DCAA. Records created and maintained by
DCAA offices are of three types: 
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a. .91 fie 13	 c:. Thr~se r c cord SH9.11 c;_~ 1, l'~12~ll~.TiJ_c ac cumu l a ra 
f r oin cpe ra t aons pe r f orrncd in IIrllnnin;..~ office;"the 
they do not docum8nt the misslun of the offlre. SerlCS 
nu.ub ers 100.], 100.2, and 371.2 are e xamp Le s of such 
rUes. 

b. Corn,!,-o-n	 Certain f i Ies a ccumu la r.e in Hi~:?ion Fil~. the 
p er f or'tna ncc of sec ond ary f unc t i oris and sub f u.ic t Lcus 
that are comnon to all offices. Series numb ers relating
to recurring reports and information requirements And 
many of the series contalned in the 200 primary function 
are common mission f i Le s, 

c.	 Mission Files. These files consist of records which 
document actions and processes taken in performing the 
mission for uhich the off j ce ex is ts. The rniss.Lou of an 
office may be determined by a review of the n~AA Organi-
zation Hanu al. These files are gene rally Ld en t lf i ed by 
a secondary function file series number. 

2.	 In selecting file numbers, it is important to keep in mind 
the type of record, as described in 1, above; the functional 
approach discussed in Section II.A, preceding; and to think 
in terms of the significance of the paper in connection with 
the secondary functions and subfunctions. While applicability
to a specific organizational level or office of nCAA has been 
designated when possible, the organizational structure and 
the dispersion of DCAA Field Audit Offices preclude such 
designation for all files series. 

3.	 So that the System will provide basic file numbers for all 
categories of documents, the first file number in most primary
and secondary functions is a "general" file. Such numbers 
are to be used ONLY whe n there is no other file number wi th in 
the group appropriate for filing of the paper. Care must be 
used in filing papers in "general" files and such files shall 
be frequently rev1ewed for improper filing procedures. 

IV. FILES OUTLINES 

A.	 A files outline (Appendix 5-A) has been prepared as an aid to 
finding applicable file numbers. After finding the appropriate
four-digit numb er , the descriptive matter in the text (Appendix
5-B) must be consulted to affirm that the proper subgroup has 
been found and to select the proper number for the paper to be filed. 

B.	 Most offices will need to use only a relatively few of the file 
numbers contained in the nCAA Files System; however, all offices 
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----------

"rUJ p r ob ab Ly r cqu ar e m.my files Li s t o.l in !:k" JI_;'~', :2()O, c'l~.l 

500 s e r i.e s , For purposes of d ay-i t.o-xi.ty f i Les 0p'olCL.-ln'S f". ,~'-';-I::S, 

offices w i.Tl f i nd it he Lpf u L (0 devt~J(lp and Lco,_,p currer'tt,~ j'.11,,-
plan. Such a plan should sho» the! file numbc.r, f i Le cit i e , "iH] 

a brief d c s cr i p t t on of c a ch file r e qu i r ed by r hc l'fftee. ln 
addition, when app r op r ia tc , Lnf oru-c t i.cn as to t h.; s r.e c i Lic sLb-
d Lvi.s i oris or subtitles ~nusc or th,~ meth od of s,-,hd1.vi:=,:!c'l 
should be included r n such lists. ])0 not set up 6u1c1e-; ,Hi::1 

folders for categor~es until the need ~s lnd~c2t~d. 

v. DISPOSITION STANDARDS

Dispositjon standa~ds listed ~n Appendix 5-B are ultjmate disposdl 
standards based on the value of the records. Instructlons [U~
cutoff and retirement of records are cants Ine d in Chzp t e r 1+. Supple-
mental instructions for Field Audit Offices are a Ls o contained J n 
Appendix 5-B, 760 series. 
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APPENDIX 5-B 

FILES SERIES IDENTIFICATION AND DISPOSITION STANDARDS 

100 - ADMINISTRATION 

This primary functional series relates to Office Administration 
(100), Facilities and Space Administration (110), Supply and Property
Administration (120), Safety Program (130), Environment and Energy
Conservation (140), Security and Intelligence (150), and Travel and 
Transportation (160). 

100	 OFFICE ADMINISTRATION. Records accumulated in individual offices 
relating to the internal management and administration of the 
office, EXCLUDING mission files which will be filed under the 
appropriate primary or secondary function. 

100.1	 Office Internal Management. Records relating to the internal 
management of the office including responsibilities of 
individuals and subelements of the office; standard opera-
ting procedures; and similar office administration records. 

ALL OFFICES: Destroy when superseded, obsolete, or upon
discontinuance of the office. 

100.2	 Office Reference. Files which are comprised of extra copies
of papers, publications, and other records which are 
maintained for reference rather than for documenting the 
official mission assigned to the office. 

ALL OFFICES: Destroy when superseded, obsolete, or upon
discontinuance of the office. 

110	 FACILITIES AND SPACE ADMINISTRATION. Relates to acquisition,
allocation, and utilization of space, including related correspon-
dence and reports; requests for building and facility services;
compilation of the Directory of DCAA Offices; and files reflecting
the activities of the office responsible for liaison between DCAA 
and other agencies who provide real property space through cross-
service support agreements. 

110.1	 General. Documents relating to facilities and space
administration which, due to their general nature, cannot 
be logically filed elsewhere in the 110 series.CII_I) 

ALL OFFICES: Destroy after 2 years. 
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110.2
 

llO.3 

llO.4 

llO.5 

llO.6 

llO.7 

Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on facilities and space, in-
cluding copies of interim policy and procedures statements 
issued prior to publication in official DCAA numbered 
policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

Directory of DCAA Offices. Correspondence, forms, and other 
records relating to the compilation of the Directory of 
DCAA Offices. (See 545.6 series for distribution lists. )(1/. '3 ) 
ALL OFFICES: Destroy 2 months after issuance of the Directory 
or Change thereto. 

Space Assignments. Copies of documents relating to space
assignments, agreements, building plans, requests for 
building and equipment alterations and maintenance, and 
related records accumulated by offices whose mission is 
space planning, assignment, and adjustment. (11_ 2..) 
ALL OFFICES: Destroy 2 years after termination of assign-
ment. 

Recurring Reports and Information Requirements. Recurring
reports and one-time information requirements relating to 
facilities and space use and management. 

ALL OFFICES: Destroy after 3 years. 

Building Management. Documents relating to building manage-
ment matters accumulated when a DCAA office has such 
responsibility, EXCLUDING physical security - see 153. 

ALL OFFICES: Destroy 2 years after termination of 
responsibility. 

Family Housing. Documents relating to the utilization of 
military family housing by DCAA civilian employees. 

ALL OFFICES: Destroy when superseded, obsolete, or after 
2 years, whichever is earlier. 
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110.8	 £c:: rleJ-n :~l?~?rrlJw t s~~~~l_V c_hi ~ 1 ~_ Iic~·,.2~~~_l~Elt L0I2." D\.,:ct~!lif.:1-d-s r'~ J ct ~ ~n;.: 
to the .i I Lo tmen t of p a r k in g !,pc:cC!L, .md t h.. reglb~ r e r i nt; 
of privdtcly ovnerl vehicles for efJpluye~s 0:: DCAA. 

!~L OFFICE~~: Des i rr-y ,\-.l1IE:11Sll~~r'J~.::;rle(l, ob s oLe r.e , C'~ 1 '\'"C2T 

after rcvcc at Lon , wh Lche ve r is earlier. 

11 O. 9	 Tempor':!.~y Passes an? Permit s JoY' V Ls ito.n; ~.!.~_~ehlc~::.. 
Do cumen ts which rc f Lcct; the r eque s t; for, i~>:-;1t,}Ill:(~ o L, -md 
use of visitor passes and vehicle permits to gain accc ss 
to and exit from Government facilities on a one-time basrs , 
including visitor registers. 

ALL OFFICES: Destroy after 2 yedrs. 

110.10	 Reference Files. Files relating to the general field of 
facilities and space consisting of extra copies of docu~~nts 
which duplicate the record copy filed eLscwhe re ; rough 
drafts, notes, work papers, and other.material being held 
for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for references whichever is earlier. 

120	 SUPPLY AND PROPERTY ADMINISTRATION. Relates to the requisitioning
of supplies, equipment, and services; and to personal property
adminIstration matters, such as accountability, inventory, stor2ge,
maintenance, and disposal, EXCLUDING financial documents - see 400. 

120.1	 General. Documents relating to supply and property
administration which, due to their general nature, cannot 
be logically filed elsewhere in the 120 series. (3- 3)(~ -'I) 
ALL OFFICES: Destroy after 2 years. 

120.2	 Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on supply and property, including
copies of interim policy and procedures statements issued 
prior to publication in official DCAA numbered policy
publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 
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120.3 

120.4 

120.5 

120.6 

120.7 

120.8 

Reg2-~~~}t)onjng_~_~~~~_1:"i_leso Do c uricn t.s r:=_J.·~~~:l'; t c Ci-'::-:::l.ir1:; 

"1s np p Lf.e s , equ i.ptr eu t , and '-,;,.?rvI.=,:c!? a cc un-u l :r.:cd id \, __ l'. 

se rv ing as Ll.ai son b e twe e n DC!~Aand the pll;-c;n:J:i,'; .o-:,i 
contracting offj c e r s of Clg<?nC:l:;8 p r ov , d::1L~" such c.. ~--\ 5(t 

through c r'os s+s e rv i ce SUpPG1:t ~"i,j"eel1l"-"lil: - , 

LIAISON OFFICES: Destroy efte; 3 yealS. 

PropertY-._Q.·UiccrD~~~-h.~~1:=!0c>n~. l'CEl2U,_::-',:DOCUT!'-211C-:: 

designation of prop ar ty of [iu:v;, LncLud.Iug 1eLl,- i-~, o f 
app oLn trnen c and termination. 

ALL OFFICES: Destroy 2 years after termillation of 
appointment. 

Property Inventory Records. Files and rcc c-r ds ma Ln t.a Lne d 
wh Lch reflect thc receipt, ~nVef'lr_ory, and d Lsposi t iO:l of 
personal property. 

PROPERTY OFFICERS: Destroy 1 year after all o.c1justf'1ent
vouchers have been prepared and have reached f Lna ', 
approval and the next comparable inventory has been com-
pleted. 

Property II.djustmentApprovals. Documents reflecting the 
circumstances concerning the loss, unservjceability, or 
destruction of property and serving to determine pecuniary 
or other responsibility for the absence or ccnd Lti on of 
the articles, and the writine off of property accountability
by reason of theft, loss, etc. 

PROPERTY OFFICERS: Destroy after 3 years. 

Excess Personal Property. Relates to reports of personal 
property which has been determined to be excess to the 
needs of a particular activity and to the release of excess 
or surplus personal property to a property disposal officer 
or by donation to authorized non-Government agencies'(Lf_.5) 

PROPERTY OFFICERS: Destroy after 3 years. 

Property Pass Files. Documents authorizing the loan or 
removal of property and materials wh Lch are to be re-
turned. (/%-/3) 

PROPERTY OFFICERS: Destroy 3 months after property
is returned. 
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120.9	 }tecfl~~: i ngJ-~_~}~_C~L~ 2."[11":' _~~v !~~t_~~:t_~~~~~~_:-! ~rel~c~~~~-'. Re c o i L ' £;r~ 

reports aud cnc+t mic iIJ:orlJ..1.t-Lon rt~,pL.Lrt~rrl2j"'L~-; r c l a t i..i ; ro 
supply and property ~~tt~rs. 

ALL OFFICES: Destroy .rf Lc r 3 y o a r s . 

120.10	 Refere)"!.ceF~.lE's. Files r'e Lnr Lng ;:0 the gen'2rc'Lfield of 
supply and prop er t y con sLst rng of extra cOl'_Lu .. of do c cu.cr- r.,s 

wh Lch duplicate the r cc ord copy f L'i e-d eLs ewle rc : rou,~;1 
drafts, notes. wo rk pape rs , and other mat eri aL being held 
for reference. 

ALL OFFICFS: Destroy when superseded, obsolete, or no 
longer needed for r'e.f erenc e , wh i.chever is earl i.er. 

130	 SAFETY PIWGRAM. Relates to t he progrnm to reduce the f cequcncv and 
seve:c.LLYof accidental injuries to personnel on the prer.lisesof 
DCAA or while perfonning assignments incident to DCAA operations,
and compensation for such injury. 

130.1	 General. Documen t s relating to the safety program wh i ch , 
due to their general nature, cannot be logically filed 
el.sewhere in the 130 series. 

ALL OFFICES: Destroy after 2 years. 

130.2	 Policies and Procedures. Documents relating to the deve10p-
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on safety, including copies of 
interim policy and procedures statements issued prior to 
publication in official DCAA numbered policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

130.3	 Recurring Reports and Information Requirements. Recurring
reports and one-time information requirements relating to 
accidents and accident experience, including reports of 
accidents of motor vehicles, fire, and personal injury,
EXCLUDING case files - see 130.4. 

ALL OFFICES: Destroy after 3 years • 

.'--
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130.4	 Individual Accident Case Files. Case files of reporting and 
reviewing offices consisting of reports and related papers
regarding accidents incident to DCAA operations pertaining
to injuries of individuals or accidents involving motor 
vehicles and other equipment and property damage. 

ALL OFFICES: Destroy 10 years after all aspects of the 
case are closed. 

130.5	 Reference Files. Files relating to the general field of 
safety consisting of extra copies of documents which dupli-
cate the record copy filed elsewhere; rough drafts, notes,
work papers, and other material being held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

140	 ENVIRONMENT AND ENERGY CONSERVATION. Relates to functions performed
by offices administering programs involving protection of the 
environment and the conservation of energy. 

140.1	 General. Documents relating to environment and energy
which, due to their general nature, cannot be logically
filed elsewhere in the 140 series. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, or after 2 years, wh i.cheve r 
is earlier. 

140.2	 Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on environment and energy con-
servation matters, including copies of interim policy state-
ments issued prior to publication in official DCAA numbered 
policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

140.3	 Recurring Reports and Information Requirements. Recurring
reports and one-time information requirements regarding DCAA's 
partlcipation in environment and energy conservation programs. 

ALL OFFICES: Destroy after 3 years. 
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140.4	 Tndiv~:-ju:])-=-~~Pd. C:~se fi~.c'o:_. Cn s e f i 1.:; ::CLi::' ~P[ ~',:. 

s pc ci f Lc, progr.J:1,::' p roj ccrs to p rot cc ; LIe '-';.,v·!rOf)"ll:·'tan.I 
and c ons.c r ve ene r gv , s uc h ..1~:.) (,~~1_ pC10l Pl'(':_~YL:UID, 

conee rva t Ion , arid energy reJll,_tiorl pr~li~I"··r,'3. 

ALI. OFfICES: De st roy a f ter 5 v rars . 

140.5 Reference Files. Files relatlDS rn the ge~ccal fic~~ af 
energy arid couse r vat Jon COll!:i.S~i.jlg of eXL:.l";:J C.OPl(:''::; 0;-
do cumcn tc wh i.ch duplicate the rcco rd C0I-'Y £J.J<.::cl E.~,s:";\');i2rC; 

rough drafts, nOlCS, work papers, and other materidl ~e~ng
held for reference. 

ALL OFFICES: Destroy when supc rsed ed , 01JsL1Lete, 0) no 
longer needed for refeIence. Tlhichever is carllcr. 

150 SECur.. /"ND INTELLIGENCE. r:'ecordsre la t i.ng to security and:::'.i:'Y 
intelligence matters including the safekeeping, control, and 
dissemInation of classified information and other sensitive informa-
tion, security classification management; personnel secur Ity '~nvesti-
gation and clearance; special access programs; physical securIty;
special personnel identification; visits of foreign nationals and 
related security and intelligence matters. 

150.1	 General. Do cumen ts relating to securi ty and in telligence 
which, due to their general nature, cannot be logically
filed e l.sewhe re in the 150 series. (I % _ ;L) 
ALL OFFICES: Destroy after 2 years. 

150.2	 Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on security and intelligence,
including copies of interim policy and procedures stateruents 
issued prior to publication in official DCAA numbered policy
publications. 

ISSUING	 OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

150.3	 Designation of Security Control Officers. Documents relating
to the designation or assignment of individuals as security
control officers and custodians of classified documents. 

SECURITY CONTROL OFFICERS: Destroy 2 years after termina-
tion of appointment. 
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l50.l. E~ecU~.?~)_l~g rt s_~:!1d~nf?r __ __ :~c. l_"i.Dj~iIl SR0j?O	 ~i_~0~~_~!J.~~~2 ~~_1_~_C'_. 
reports and onc+t nne in:o-rn,(.i1 Lon rt?ndll,~_iJ;:::lit:~.· rc.~-::--.~JlrJ.:l:.:~ 

security and f n te.lLr r.e ncc ma t t crs , 

150.5	 De;:en~:_IJlvesti6a~ ~_vc ~.-?.s2:E-~' Re co rds l-·>l,'l.l:i:l~; co the: 
deve l.opmenr and a-iuri.n i s t rat ion ("1 f. "~gellcy·-, :.i.c~c :im;J 12.::;\1 ta tion 
of the Def en sc Tnvas t Lga t Lvc J'L'(·£.:ram, incluc~iI1~ j::"L1;:;1::..tt:-.r of" 

plans, programs , re~ulations. aid r eLat er: i eco rd s ,l.c:r t <t 1.71ing
to the L:1)-ea8 Included in the Defense Lnv est; i.L;ativl:! l"TO;!1~am, 
EXCLUDING records dc.scr fbcd In 150.2. 

SECURITY OFFICER, DCAli: Destroy when superseded, obs olet.e, 
no longer needed for reference, or after 2 Y('~c1rs, ,;rL:J.cLc\7Cr 
is earlier. 

150.6	 Reference Files. Files reLa t Ln g to the gCTleral f Le l.d of 
security and intelligence consisting of exLr.::icopies of 
documents which duplicate the record copy f i.Led eLs ewh ere ; 
rough drafts, notes. work papers, and o the r mat ar Lal b eLng 
held for reference. 

ALL OFFICES: Destroy when superseded, obs o l.e t.e, or no 
longer needed for reference, whichever is earlier. 

151	 INFORMATION SECURITY. Relates to the general admi.nistratioll of 
the security classification system and the measures required
to safeguard securIty classified infonnation. 

151.1	 General. Documents relating to information secur i ty t·]hich,
due to their general nature, cannot be logically filed 
elsewhere in the 151 series. 

ALL OFFICES: Destroy after 2 years. 

151.2	 Regrading and Declassification. Records relating to the 
administration of a security classification or grading system
involving regrading or dmmgrading of documents, including
correspondence on downgrading, requests for and notifica-
tions of regrading or declassification actions. 

SECURITY CONTROL OFFICERS: Destroy after 3 years. 
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r"- ... , •151.3 TOP S~CUCT Controls. j.''''''''_'..L. i.VL--~-----------~--------~ 

151.4 

151.5 

151.6 

151.7 

control of 'rC'P S:':'C[ETclc cumeru.s , ::..lW\"ing scc i.r Lt.v 
cL:.ssi.flc,~t.ion, d a t e of the 120Cl'rr.'_ilt, dicLLih.::~(\:1 u-'::-', 
intraoffice r out mg Gd::a, and s of p e 1.:'''-', s b an.l.ln an.e -P"S 
the do c umen r s . 

SE.CLJRITYCO;-;TROLOFFICERS: JieSLl:('Y 1 y ear i.1~ r cz__r21 arr-d 
documen~ Is downgraded, tYancfpr¥cd, 01 destroyed. 

TOP, SECRET l,.,=coun taJ?JJ- it,Y' Regis 1. (' rs and f o 11':::; main t.3..1_!WG 

to reflect the recelpt, dispatch, destruction, or ott~r 
disposition of TOP S;~CRET do cumcu t s re ce Lve d or gcnc ra t ed 
by DCAA o I f i.ces, including rece:ipts used for t l.e t ran.sr er 
of documents outside nCAA offices. and ccrtifiLutes 
r-ef Lect f ug the destruction of the doc ument s . 

SEC:JRITY CONTROL OFFICEl~S: Destroy 5 y ear s a fter the 
related document is dmrograded. transferred, or destyoyC'd. 

SE,CRET and COl.,TfIDENTIALAccolL.'1 arid f o rms tab il it,(. Rag i.srt ers 
maintained to reflect the receipt, dispatch, destruction, 
or other dispos ition of SECRET and CONFIDEm.' IAl, do cumen t s 
received or generated by a DCAA office., including receipts
used for the transfer of documents outside nCAA offices;
and certificates reflecting the destruction of the do cumen t s . 

SECURITY CONTROL OFFICERS: Destroy 3 years after the related 
document is dovng rad ed , transferred, or destroyed. 

Classified Document Inventory. Records reflecting inventories 
of all classified documents, including TOP SECRET. 

SECURITY CONTROL OFFICERS: Destroy 1 year after completion
of next inventory, provided all material has been accounted 
for at that time. 

Classified Titles Index. A cross-reference listing of 
classified documents, the titles or subjects of which are 
classified, containing the classified document control 
number as a means of ready identification. 

SECURITY CONTROL OFFICERS: Destroy listings Hhen a1l 
classified titles or subjects of the documents listed 
thereon are declassified or when the documents are 
declassified, transferred or destroyed. 
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151. 8 ..1~_t.':~!.naq::l:.",-.:,j fl:§(~_Do_'-.:2!:~(-n~_~~.s:~_-~p_~. Reel? j;) !_-" us eel L1 
making t:er'll,ordry loan o I c l a s s Lf i cd dOCUE'i::l1tS j"E.id'," t.ue 
DC/i.li o t f i ce o I' cu s to dy e- ~~uc:h.]0,:11:.1 ar e 110r1~'H:ly o f ,~:}.~:~-t_ 

dur a t.Lcn an d t.J12 bo r rov=d d oc utnen t s' a r e b<::.ac;~::J 1'1' rct-:.n-neG 
w Ltlri.nthe SlI.·"! wo rkdav , 

SECURITY CONrPOL OFFIC[RS: De s t roy signed C'J;-'Y upon rc tn rn 
of the document; d up Li cc te , un s i gne d copy may D2 r e La ir ed 
unt i.L no longer needed for ref erence . 

151. 9	 C'l a s s Lf Lo d Doc umcn t r.nnt,qi.l1p.r Rp.ronls. Re co r d s of cr.mhin,~-
tLons and related Ln fo rmat.Lon Ldcnt r.f yLng secur i.t y snit'S, 
cabinets, or other containers, including name s , addresses, 
and other Lnf orma t i on of Lnd i.vLdua Ls b av i.ng 1,,:o\'Jledgeof 
combinations; and f orrns pLa ced OD safes uac d f or recordLnj, 
the unlocking, locking, anl checking of the concaincr. 

SECURITY CONTROL OFFICERS: Destroy upon change of conb Lua-
tion or when the container is no lonGer utilized for storage
of classified materinl, EXCEPT all fO~TIS will be retained 
until completion of any investigation of a security
violation involving the containC:!rconcerned. 

151.10	 Inspections. Documents reflecting scheduling, Implelncnta-
tion, and reports of security inspections, including reports,
checklists, correspondence regarding recommendations and 
corrective actions taken, and related docwnents. 

SECURITY CONTROL OFFICERS: Destroy upon completion of next 
comparable inspection or upon discontinuance of the office 
inspected, whichever is earlier. 

151.11	 Training and Orientation. Records reflecting security
training and orientation for Agency personnel, special
security training for Security Control Officers, including
schedules, rosters of attendance, and training materials. 

SECURITY CONTROL OFFICERS: Destroy 2 years after completion
of training, EXCEPT that training material may be destroyed
when superseded, obsolete, or no longer needed for reference. 

151.12	 Administrative Violations. Case files relating to investi-
gations of alleged security violations where no possibility
of the compromise of classified information exists, EXCLUDING 
papers placed in Official Personnel Folders. Included are 
records created in determining the conditions surrounding
the minor violation. (J g _ .2 s) 
SECURITY CONTROL OFFICERS: Destroy 2 years after completion
of final corrective or disciplinary action. 
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151.13	 l':'~-,:~ V 10J ~~i c~~. Rcc c r d s r e l.a t t ng to in,rest:);",;:,tioi1 an d 
c i r ccm s t.an ce.; cur ro und ir.g security v i oLat.Lcus JLL']olJing 
loss or possible LOmpr0l111Se of cl as s i f i cd jnfon~.lt5o:; of 
a suffic~ently serious nature to be classified us feLG~ics. 

Lnc I.u+e d are of p r e L ir',-,-llrtry .i nqu Lry ; i -ii'al r epo1:e:-ports r r 
of Ln vcst Lgat i.ou; aupo i.nr.u-ent; ono rdc r s hl'Je0i:--t~;r:til1:::. 
officers; all written notes, state~ents, photcgrd~hs,
recordings, and related exhibits; reports of ·qclic,!1 taken; 
and all r c La t c d cor re spcndnnce ~ E~{Cf,UDIi'!G o r i g Ln.i L r2CO! cl:] 

of disciplinary action filed in rhe Of£lcia1 Personnel 
Folder. 

SEClJRlTY OFFICER, DCAl-\.:Destroy 10 years after all legal
and disciplinary actions have been taken. 

SE.CllR1T"yCONTROL OFFICERS: Destroy duplicate fiJ es after 
2 years. 

151.14	 Foreign Visitor Records. Records relating to visits of 
foreign nationals to DCM activities, including requests
and authorizations to visit or receive training, notifica-:-
tions of security clearances, itineraries, reports, and 
related documents. 

SECUPJTY CONTROL OFFICERS: Destroy after 2 years. 

151.15	 Reference Fi1es. Files relating to the general fieJd of 
information security consisting of extra copies of documents 
which duplicate the record copy filed elsewhere; rough
drafts, notes, wo rk papers, and other material being held 
for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

152	 PERSONNEL SECURITY. Relates to the administration of the personnel
security program involving the clearance of DCAA personnel. 

152.1	 General. Records relating to personnel security wh Lch , 
due to their general nature, cannot be logically filed 
elsewhere in the 152 series. (19-:J..;;2.) 

ALL OFFICES: Destroy after 2 years. 
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1.:;2.2 

152.3 

152.4 

152.5 

r~-:.,_.?.1_~--.:0-~cc~:~_LLJ_ C.:l~~~Fill'!:::. ReI" ~_t s of invest igati_':)ll 
furnts~~d by lnvc~tigativ2 nscncies, case resw~es, security 
ev aLuc t Loru, , w.i i.ver of r.nvcsr Lg.st Lve r equ i rement.s, clearance 
Lnf ormu t Lon , and slnilar .Joct-men t s re Ls t Lng to the Lni.tLat a.on , 
p ro ce ss iug , and completion of: p erso-me l security investig,q-
t Lous and L~1e Lssuan c.e of security cLc aran ce s , (li-:J..4/) 
SECURITf OFFICER, DCAA: Upon sepacation of indivjdual,
return CSC reports of InvestigJtion in accordance with 
provisions of ¥PM 736: dispose of other investigative
reports in accordance with lnstructions of investigating
agency; destroy remaining documents after 2 years. 

Case Res_l2!les.Resumes of reports of investigation prepared
by the Security Officer, wh Lch are furnished the RegionalDe!\.'-\
Hanager for information and/or action. 

REGIONAL SECURITY CONTROL OfFICER: Return all coptes to 
Security Officer, DCAA upon separation or intra-Agency
transfer. 

SECURITY OFFICER, DCAA: Destroy or f orwa rd to gaining
Region, as appropriate. 

Clearance Request Files. Records accumulated as a result 
of requesting security approval for appointment of 
individuals and processing of requests for security
investigation and clearance. Included are information 
copies of notices of proposed appointments, requests for 
security clearance, and related documents, EXCLUDING case 
resumes and certificates of clearance filed in 152.3 and 
152.5. 

SECURITY CONTROL OFFICERS: Destroy upon receipt of final 
clearance. 

Clearance Certification. Copies of interim and final access 
and security clearance maintained by Agency security control 
officers as a means of attesting to the clearance of personnel
under their cognizance. 

SECURITY CONTROL OFFICERS: Destroy interim clearance upon
receipt of final clearance; upon separation from Agency em-
ployment, destroy final clearance; upon intra-Agency trans-
fer, forward regional and field office copies to gaining
Regional Security Control Officer. 
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152.6	 _Sc'~ln-:!Y)'-.!~5..~F·~~i Records relating to the GCCL'r2d-L--ta t Lon s , 
tnt ion of Agency persor.n eL to at-her agencies for access 
to security or intelligence inforruation. 

SECURITY OPFrCEH, DCAA: Destroy upon revo car t on of 
accreditation. 

152.7	 Authorized Couriers. Records releting to Agency emp]oyecH
authorized to act as couriers for the receIpt and delivery
of classified documents, including correspondence and 
notificaLion to other agencies indicating authorization and 
clearance information, and related documents. 

SECURITY CONTROL OFFICERS: Destroy upon revocation of 
authorization. 

152.8	 Not::'fications of Security Clearance Status. Notiflcation~ 
to Agency offices that do not receive certificates of 
security clearance that specific individuals have been 
granted security clearance as indicated. 

ALL OFFICES: Destroy when superseded or upon transfer 
or separation of employee. 

152.9	 Special Access Security Clearance. Records wh Lch constitute 
authorization for employees to have access to special access 
information, including requests for access, approvals,
rosters of personnel granted access, and related documents,
EXCLUDING special access briefing and debriefing statements 
which are filed under 152.11 and 152.12. 

SECURITY CONTROL OFFICERS: Cut off special access rosters 
at end of calendar year, update listing, transfer names to 
current year roster; hold 2 years, in current files, then 
destroy. Destroy special access clearance 2 years after 
debriefing. 

152.10	 Notifications ~~ Visits. Copies of correspondence or 
forms indicating security clearance information on DCAA 
employees and notifications of visits by DCAA personnel
to Defense contractors, Government agencies, and other 
organizations, either on a one-time or recurring basis. 

SECURITY CONTROL OFFICERS: Destroy upon expiration of 
notification, EXCEPT that unexpired notifications will be 
updated	 annually, and retained in current files; destroy
prior year notifications. 
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152,,11	 )jY.Lcfi:1.£. S(;Ct~rjty aL\nG\ ..... 211d SPCCidJ __ledgr:12;-,t~l	 &CCCS3 

b a cmcn s .irid de.f e n sr r e f s.n g	 s t t t i.v.: "'~C:1jr~tybri.t~f:'l\:~. 
certlfic,n:ea executed by jndividc:alc.. upon being gLlrtt'::~ 
security c Lca runce , access to ';p:::c i.aL c ccess inforr:,·-l~_lt_-;-,. 
and prior to af-~Slb':'111l('nt or t r ave I i~ f orc Lgr. c.,",-:rJr-;:"Lc"_ 

SECURITY COlHROL OFFL,,-:;:;F'..S: De s t rcy 2 years a f rr-r tcrm.lna t Lor; 
of emp Loymen t, , 

152 .12	 }~cbricf~. Security termination sta temeu ts and spc:ci21 
access debriefing statements executed hy employees. 

SECURITY CONTROL OFFICET<S: Upon execution of such StU:c'l::<_'llt:::, 
f01.. through Regional Se cu r Lt.y Control Of f Lrer to S:~l_,,-ri i.y.ward 
Officer, DCAA. No copies are to be' re ta ined o t.l.cr t har. 
those retained by the Security Officer, DC&~. 

SECURITY OFFICER, DCAA: Destroy 2 years after completir;n
of deoriefing. 

152.13	 Investigation Cross-Service Agreement~. Records reflecting
liaison and agreements w.i th Lnve s t Lgc t i.ve agencies for the 
conduct of personnel security investigations; retrieval 
and return of investigative material; and other related 
documents. 

SECURITY OFFICER, DCAA: Destroy 3 years after termination 
of agreement. 

152.14	 Security Status Master List. Maintained as a master list 
of all Agency personnel cleared for access to classified 
information. 

SECURITY OFFICER, DCAA: Destroy 2 years after termination 
of employee. 

152.15	 Investigation Control. Maintained as a means of controlling
the processing of security investigations and issuance of 
security clearances. 

SECURITY OFFICER, DCAA: Destroy after completion of final 
action. 
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152.16	 E..J?~'_L-,lAcc(;~s ;:~f:Cllrlt)::..L:~:_;_C-21~~_. r_ ..-'LCJJ~.l:.:: r c l . l.":":;-, L;J .'-

va rLc ty of slJeej3.J ;j·'::"{'(~.~:.srl·l)g(;'-~n}~.:.. tr!.C'il2.,3in[, pr~:~>.:rJ!lraj 
rn s t ruc tions, 1.nvl:;:;t:i.~;dL i.vo<.111d c.lp,:..~·:-ci.1.C": 12C;" I rU,'.'dl:.S 

p r e s c r i.be d by (J.~·:n(j~~3 r(~"I)on~j-')le ~(~~_s uch I)',;··~t::'-:':;:~;:i':..j·~l 

rel,~teu dc cumcnr s , E:"~CLTJl)li\Cr eco r d-, (:c:.sc~:ib:.~ iT. 15~" 9 
ail.d152.12. 

SECURI £Y CON'lPDL OFFIC~=t'.S; Destroy \li~.2n supc r.rc ::'2J., ob roLe ce , 
or afcer 2 ye~rs. whichev~I is ear]Jcr. 

152.17	 Cel!J::r~.L~_ear31:1._t:_~~_"t;..our.. n~Llting [:0 tll~'Re co rds Cc'nj:1-nJ 
Clearance Group, including list of n.ernb ers , opc+a t Lng 
pro ce durcs , po.l f c i.e s , r cg i st cr of C;:~Sc::S rcfern.:t1, .md reJat.::j 
documents, EXCLUDING records described -<.n152.3. 

SECURITY OFFICER, DC~\: Destroy when sup ersede d , ob soLc te , 
or after 5 years, whichever lS earli8r. 

152.18	 Reference Files. Files relating to the general field of 
personil.el security consisting of extra copies of documents 
which duplicate the record copy filed elsewher0: rough
drafts, notes, work papers, and other material being held 
for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

153	 PHYSICAL SECURITY. Relates to physical security TIleaSUres designed 
to protect personnel, equipment, and facilities. 

153.1	 General. Documents relating to physical security which, 
due to their general nature, cannot be logically filed 
elsewhere in the 153 series. 

ALL OFFICES: Destroy after 2 years. 

153.2	 DCAA Facility Security Data. Records accumulated which 
furnish information pertaining to office location, key
security personnel, classlfied document holdings, classified 
document containers, and physical security measures provided
at Federal buildings, contractor facilities, etc., ~lere 
DCAA offices are located. Included are incident reports;
after-action reports; duplicate copies of security inspections;
reports of security violations; reports of security in-
vestigations; and related documents. 

SECURITY CONTROL OFFICERS: Update annually. Destroy upon
deactivation of office or relocation of office to other 
premises. 
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C;I.' eel] of kc,,;:s l~Se-U. J_1.1 (O':'H-:LCt_~~1:1 \ .L!...i1 ths '!Jl:Yt,j_c .....i_ '?C{,Ui~ LV 

of r.n o I f Lc e . 

SEClHU'l'Y COIn-nOL OFFICE1~S: Le"u:oy G l.o1(u·:hs nft,>-,- t1.i}'11-},1 

of k ey , 

153.4	 LO:-;L .md Found F~1.;>s.----------~-------" receipts, and other pape-r's ro Lc t a.ng to }03t and lound 
ar t ic.l e s , (''ii-lfobj 

ALL OfFICES: Destroy after 1 yeelr. 

153.5	 JntelJ.:ig~nce-.?ur:'.'!1:~..rles. Do cutncn ts o r t gI-iated or compiled 
by o the r Cove rnmen t; a gen cLcs and furnished to DCA,", for 
Ln format i.on and guidance in operational planning o r lor 
emergency plelnning to protect personnel, property, Rnd 
facilities. 

SECURITY OFFICCR, DCAA: Destroy when superseded, ob soLe te , 
or no longer needed for reference. 

153.6	 Reference Files. Files relating to the general field of 
physical security consisting of extrd eopies of documents 
which duplicate the record copy filed c l.scwb ere ; rough 
drafts, notes, work papers, and other material being held 
for reference. 

ALL OFFICES: Destroy when superseded, obsolete, cr no 
longer needed for reference, wh Lche ve r is earlier. 

160	 TRAVEL AND TP~NSPORTATION. Relates to the administration of travel 
and transportation services. 

160.1	 General. Documents relating to travel and transportation
which, due to their general nature, cannot be logically
filed, elsewhere in the 160 series. (9- S") 
ALL OFFICES: Destroy after 2 years. 

160.2	 Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on travel and transportation,
including copies of interim policy and procedures statements 
issued prior to publication in official DCAA numbered 
policy publications. 

ISSUING	 OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 
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160.3 ':;Ei 'l':?J::Y2::.1::~_~_-!-:?!".t.._oiI~!-:.~~~l£\;:'.S:-l~~'DOCUlU'2.D r, '" r ,":; U _,:?:s, .'I"' ili~ .-

160.5 

160.6 

160.7 

160.8 

dl'PoinUU'2nt of t rur.s.po rt a t Lon o I'f t cc re arid ;1~_!C'.,r_;. 

AU... OF:FTC)~S: Destroy 2 y ea rs af r er t e ruri n.iti '-:'1 of 
,J;J r()r.nt lll~'~ •n T, 

JI,es:.~lJ:ri~0..L_l~.rSl_l!.:~I_I1f<2Ima t:~S]~\~~2"iI~'::'!'--l',~,:< J<.ec .1, ~1::~ rLS 

reports aud ouc+t Lne .i u Eo r.narIon requirCm2!1:"::-.:c<'::'i~d.1..lj_Ir:~ 

travel dnd transportation. 

ALL OFFICES: Destroy after 3 Y0lrs. 

Travel Orders. Orders directing or authorizl~g trdvel to 
be performed (t empo ru ry duty and permanent chnngc of sLaUon) 
including approval f,:.r travel to s pecLa L a rees ~ app ro va J 

for transportation of autcmobile~, rlocuments relnting to 

contracts, et;c,, are f orwa rde.d to the Transportation Iil.vLs Lon 

dependent's travel, and 
specific travel order. 

other documents re la t i.n g to the 

TRAVEL OFFICE: Destroy after 4 years. 

OTHER OFFICES: Destroy after completion of trave.l. 

NOTE: Original transportation documents such as vouchers, 

of the General Accounting Officer by the servicing Accounting
and Finance Officer; therefore, the retained copies are 
informational copies. 

Transportation Requests. Retained copies of transportation
requests, including cancelled copies, with papers relating
to the issue thereof. 

TRAVEL OFFICE: Destroy after 4 years. 

Transportation Request Register. Registers containing data 
on each transportation request issued, such as number, date, 
name of carrier, name of traveler, cost, and similar 
information. 

TRAVEL OFFICE: Destroy after 4 years. 

Local Transportation Authorization. Documents pertaining
to the issuance of commercial bus, rail, ferry, or toll 
bridge tokens or tickets for official travel by Government 
personnel. 

TRAVEL OFFICE: Destroy after 4 years. 

-'-
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) 60, 9 B'~13 Par;ses. DO(UI~!(!1":"S re fLc c t.Lnr; the -LSSU311ce of ?d~~:~C:S 

enLi.tljng pers onneL to board GOVi"l.ll.;·CIlt o; r er2.t!o(; 01.-

con t r e c t cd t r an s po r t a t i.on f<..tci.1iC;.E".3. 

1hO.lO	 .:.\dr~ln~~_!=...L~al-\~~-1J<j!..>.l;otor~~b..:~L~:..~. Doc nmcnt s rene'!' Ir.g 
requis i t.Lonc 03'10 rCljuireeen ts r c r a dmLJ! ":'~;Lr at Lve+u,~~, 
vehicles, j .lstif:i.cr.: r I on therefor, and Dr.'ln.-uval.s ,'·).d 
disapprov~ls. 

HEADQUARTERS, DC!' ..l\: Destroy af t.e r 4 years. 

160.11	 Reff'rcnC'E:'Files. FlIes relating to the ~encral field of 
travel and transportation consisting of e~tra copi2~ 
of documents which duplicate the record copy fileJ eLs ewher c ; 
rough drafts, not es , work papers, and ot.l.ei materia] beiug 
held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, 01.' 110 

longer needed for reference, whichever is earlier. 
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200 - PLANNING AND REVIEW
 

This primary functional series contains files relating to overall 
planning and review of DCAA operations: Planning and Review (205),
Preparedness Planning (210), Review and Analysis (220), External 
Inspections and Investigations (225), Economic Analysis (230), Legal
Matters (240), Interagency and International Liaison (250), Legislative
and Congressional (260), Organization and Functions (270), Committee 
Management (275), Management Improvement (280), and Historical Files (290). 

205	 PLANNING AND REVIElv. Relates to overall planning and rev Lew of 
DCAA operations. 

205.1	 General. Documents relating to planning and review which,
due to their general nature, cannot be logically filed 
elsewhere in the 205 series. 

ALL OFFICES: Destroy after 2 years. 

205.2	 DCAA Advisory Council. Documents relating to the establish-
ment, membership, functions, agenda, minutes, reports to,
recommendations, and other actions pertaining to the DCAA 
Advisory Council. 

EXECUTIVE OFFICE: Permanent,. 

OTHER OFFICES: All records pertaining to the DCAA 
Advisory Council retained by other offices may be destroyed 
upon receipt of these Schedules, because the Council has 
been discontinued. 

205.3	 DCAA Annual Report. Documents relating to the preparation
and submission of the DCAA Annual Report. 

,(/	 EXECUTIVE OFFICE: Permanenb. 

OTHER OFFICES: Destroy after 3 years. 

205.4	 DCAA Executive Conferences. Documents relating to DCAA 
Executive Conferences, including minutes and follow-up
actions. 

EXECUTIVE OFFICE: Permanent, 

OTHER OFFICES: Destroy after 2 years. 
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205.~
 

205.6
 

205.7 

205.8 

205.9 

rAlITl:~L}.'-Cj:~ -r~_~ f__f~~~_S(~/:"IC ~~_!:~_t}f __l?2 -r:-{~r!.~,..'::... r'OCl~'I' , p l.~·~ 

relatinb "CO input f r-o.n DCL\i\ Lv t.Iic l\r';i1J.-L~ RelJ;.)::-t of Lrl~ 

SecrelDry of Do(cnse. 

EXECUTIve OFFICE: Pe rrncuen t .. 

OTHER OfFICES: Destroy after 2 yea:LG. 

RegJ..9_~,2:.1_D._l?!L P/~:~_c:.on.!~re~.£.~:.:..":.. Due umen . s r e lat ilJg Ul 
prcpai al-i on, mi.uu ter- aud f o.l Low=up a ct , on ':3 of Cl·jlfc' .•- :'llcec~ 

held by Regional Hdnagers. 

REGIONAL OFFICE 01" PRIMARY RESPONSIBILITY: Destroy \,·112n 

no longer needed for r efet-ence or a f te r 5 years) \-Jhic.:lever 
is earlier. 

OTHER OFFICES: Destroy when no Louge r needed for reference 
or after 2 years, whichever is earlier. 

Staff Heetings. Agenda and minutes of formal staf f meeti.I1g~; 
called by heads of DCAA activi.ties. 

DIRECTOR, DCAA: Permqpept-
REGIONAL MANAGERS: Destroy after 10 years. 

OTHER OFFICES: Destroy Hhen no longer needed for reference 
or after 2 years, whichever is earlier. 

Other Conferences and Heetings. Records relating to the 
preparation, development, and conduct of other conferences 
and meetings wh ich are not included elsewhere in these 
Records Disposition Schedules. 

SPONSORING OFFICE: Destroy when no longer needed for 
reference, or after 3 years, whichever is earlier. 

PARTICIPATING OFFICES: Destroy when no longer needed for 
reference. 

Reference Files. Files relating to the general field of 
planning and review consisting of extra copies of documents 
which duplicate the record copy filed eLsewhe re ; rough 
drafts, notes, work papers, and other material being held 
for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 
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210 Pl"0jJf_RSDrlF~t~J'i''j r:'\c. r:pl,]t,:~::; to p.lcl,-';.:ng i:nr f·! "l)·:'n'(ll~r..· r o ll:c"cl 
and respond to rn r e rn a r Louc L, i1~J~')il_L~...::J..~i.)21, \/·"]1. ,,-~,..cl C'c:':..-j.~ ... ,:,~":,,.I' 

si.tuations. 

210.1 

2l0.2 

210.3 

210.4 

210.5 

G~n{.'raJ:... DOClJiT'2n 1:8 1'"c1.3. t J.''', t.~ I ..} p rc p..ILL' '.:1 :/o:\I.~ c; p oJ.'!~ In -J ,~g 

wh Lch , due to t.hei r ~er!2r3.2. n c t.u r e , c..-~t1r~:'lc be ii~_£>j 2:'SC=-

where in the 210 s er i.cs , (/F- ;;(7) 

nLL OFFICES: aft.cr 2 years.D::st:::-oy

E11lerg~llc"):.._PJ.:~mnj21.8..Documents l.-elaUng t,o p I ann in •.~ Luvo Lv Ln g 
foreign situations and prob l C~T2.S of ria ti.ori i L c1Cl~l n'·-.;: 1-1 arming
and op era t.Lons as they affect DC;AA; p Lans , po Li c i c-.: , and 
procedures relating to the p rog rum ob j e ct.Lves ~l1(~ Tn.;·[!iJrcd--
ness moanur e s taken for gene ro I Oi: ] :iTTli 1:1'",.1 wa r , asc;!}['h 

mobilization, continuity of operations, and civil d~f~nse; 
and erne r'gencv SUPP0l."L for L:iliil d Ls ru rbauc es , n a tu: ,.!) 
d f sas ters , etc. (/,f-;l.?) 

SECURITY OFFICER, DC/v-\; Permanent. 

REGIONAL SECURITY CONTROL OFFICERS: Destroy 5 year> after 
supersession or obsolescence. 

OTHER OFFICES: Destroy upon supersession or obsolescence. 

Tests and Exercises. Documents accumulated as a result of 
participating in testing various emergency plans, including
announcements of tests to be conducted, instructio~s to 
participants, staffing assignnK:1lts, test messages, documents 
reflecting simulated situations and actions, reports, and 
similar documents. 

ALL OFFICES: Destroy when superseded, obsolete, or after 
3 years, whichever is earlier. 

Fire Evacuation Plans. Plans and other documents relating
to exercises to ensure prompt action in safeguarding life 
and property in the event of fire. 

ALL OFFICES: Destroy when superseded or obsolete. 

Bomb Threat Plans. Plans and other documents relating to 
exercises to ensure prompt action in safeguarding life and 
property in the event of bomb threats and similar situations. 

ALL OFFICES: Destroy when superseded or obsolete. 
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2l0.6	 Serious Incident Reports. Reports of serious incidents 
which could possibly activate emergency and preparedness
plans. 

SECURITY CONTROL OFFICERS: Destroy when no longer needed 
for reference or 3 years after receipt of final report. 

210.7	 Reference Files. Files relating to the general field of 
preparedness planning consisting of extra copies of docu-
ments which duplicate the record copy filed eLaewhe re ; rough 
drafts. notes. work papers, and other material being held 
for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

220	 REVIEW AND ANALYSIS. Relates to records accumulated as a result of 
reviews and surveys which provide for the factual evaluation of the 
effectiveness and economy of DCAA operations, methods, and procedures. 

220.1	 General. Documents relating to review and analysis which,
due to their general nature, can30t be filed elsewhere in 
the 220 series. 

ALL OFFICES: Destroy after 2 years. 

220.2	 Policies and Procedures. Documents relating to the develop-
ment, preparation. issuance, and interpretat~on~of di ectiyes

.	 . ~/,;.u4 ,..&;?'~~. ~/~.-:;!/or regu atory 1 t.nstruc t i.ons on fhr5±lc arra:tr8 Hla ~ , T 

including copies of interim policy and procedures statements 
issued prior to publication in official DCAA numbered 
policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy dfter 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

220.3	 General Purpose Surveys. Report of survey; documents 
relating to actions initiated by findings in the report;
requests for corrective action; and s~bsequent responses
to surveys performed by the Office of Review and Analysis,
(OR&A), Headquarters, DCAA. 

OR&A: Permanent. 

NON-OR&A TEAll ~ffiMBERS: Destroy after 5 years. 

OFFICE INSPECTED: Destroy after next comparable inspection 
or upon	 discontinuance of office, whichever is earlier. 

OTHER COPIES OF SURVEY: Destroy when no longer needed for 
reference. 
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220.5 

220.6 

220.7 

220.8 

Special Studies and Analyses. Records accumulated in 
specific studies and analyses of specific problems in 
Agency operations, performed by OR&A, HQ, and Regional HQ. 

OR&A: Permanent. 

REGIONAL OFFICE OF PRI~~Y RESPONSIBILITY: Destroy after 
10 years. 

OTHER COPIES: Destroy whe n no longer needed for reference. 

Regional Headquarters Visits to FAO's. Documents relating
to planning and accomplishing visits to FAO's by represen-
tatives of the Regional Headquarters for the purpose of 
surveying overall operations. 

REGIONAL HEADQUARTERS AND FAO: Destroy after next comparable
visit or upon deactivation of the FAO, whichever is earlier. 

Functional Surveys and Reviews. Documents relating to 
surveys and reviews of a specific function, rather than 
an overall survey of an office. NOTE: Regional H2adquarters 
may include these files in 220.5; however, when this is 
done, this file should be so annotated. 

OFFICE PERFORHING SURVEY: Destroy after next comparable 
surveyor after 3 years, whichever is earlier. 

OFFICE SURVEYED: Destroy after next comparable survey, 
upon deactivation of the office, or after 3 years, whichever 
is earlier. 

Scheduling. Documents accumulated in reviewing, controlling,
and coordinating planned surveys and reviews. Included are 
schedules of proposed visits, itineraries, approvals,
requests for changes, and related documents. 

ALL OFFICES: Destroy after 3 years. 

Reference Files. Files relating to the general field of 
review and analysis consisting of extra copies of docu-
ments which duplicate the record copy filed elsewhere;
rough drafts, notes, work papers, and other material being
held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 
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225	 EXTERNAL INSPECTIONS AND INVESTIGATIONS. Relates to inspections and 
investigations by non-DCAA activities, such as representatives of 
the Office of the Secretary of Defense, General Accounting Office,
and inspections of other organizations in which DCAA has an interest. 

225.1
 

225.2 

225.3 

225.4 

225.5 

Congressional Investigations and Hearings. Documents 
relating to investigations and hearings by Congress, 
EXCLUDING hearings regarding appropriations (410) and 
specific contracts (700), including material relating to 
selection of witnesses to appear before and the presen-
tation of evidence to Congressional Committees; Committee 
reports, analyses, and actions; and related material. 

EXECUTIVE OFFICE: Permanent. 

OTHER OFFICES: Destroy after 5 years. 

General Accounting Office Investigations and Audits. 
Documents relating to investigations of DCAA conducted by
GAO, including reports and documents reflecting action 
thereon, EXCLUDING GAO Audit Report Reviews (703 and 763). 

EXECUTIVE OFFICE: Destroy 10 years after date of report. 

OTHER OFFICES: Destroy when no longer needed for reference, 
or after 3 years, whichever is earlier. 

Office of Secretary of Defense Inspections. Documents 
relating to inspections of DCAA conducted by the Office 
of the Secretary of Defense, including reports and documents 
reflecting action thereon. 

EXECUTIVE OFFICE: Destroy 10 years after date of report. 

OTHER OFFICES: Destroy when no longer needed for reference, 
or after 3 years, whichever is earlier. 

Inspector General. Relates to inspections, investigations,
and complaInts handled by the IG that affect DCAA. 

ALL OFFICES: Destroy ",hen no longer needed for reference, 
or after 3 years, whichever is earlier. 

Reference Files. Files relating to the general field of 
external inspections and investigations consisting of extra 
copies of documents which duplicate the record copy filed 
elsewhere; rough drafts, notes, work papers, and other 
material being held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 
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230	 ECt)NI_:~:UC.-!'~!~l:'.'.::"J:_. Rr.cor ds n~l3.tu~.g to "Tl7j:1~~S :111(: LC'Dsl: I f, 

dc r i.vc d f r om cost avo Ldun c.e , co st. re('UL~~jO:l~ c ap a t a I i11\le~~t1'::1.1[b~ 

economic nn~lysjs, dnd similar prograills. 

23CJ.l	 ~:.~l]~ ' ..0-_1__.. D0( u:;:'-:'TlI: ~~ re!..d t j 1)g L o '.:'l ,n-' (' r'li t. :Jna Ly s.i c: ~..11: C:-' " 

clue t,M) the i.r geller-al riar ur-e .. c.mn ot b c J o g i c a l l y ~ ll ....'(} 
elscwh~re in the ~JO series. 

ALL Ol:Y-JCtS: Destroy af tc r 2 y e.srs . 

230.2	 .r~XicJ!~£__an<L!'To_cc;d~:~F_-='§:' Do cun-en ts relating to the dev eLcp-: 
ment, preparation, issuance, and inte~pr2tation of Jirectiv~R 
or regulatory Ln st ruc t Lon s 011 economic analysis .md s Lnri La r 
p rograms , including copies (I.L interim policy and p ro cedu res 
stateroon t s r ssued pr Lor to pubLa cat f on in o f f i.cLa l nCL\ 
numbered policy publications. 

ISSUING	 OFFICE: Upon supersession or obsolescence, place
in inactlve file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or can ceLl.ed . 

230.3 Recurl.:1-.p-g and	 Requirements. RecurringReports Information 
reports and one-time information requirements relat.ing to 
economic analysis and similar programs. 

ALL OFFICES: Destroy after 3 years. 

230.4	 Project Files. Case fjles relating to specific projects
concerning cost reduction, capital investments, and economic 
analysis. 

ALL OFFICES: Destroy 5 years after cOQpletion of project. 

240	 LEGAL MATTERS. Relates to all legal matters concerning DCAA. 

240.1	 General. Documents relating to legal matters which, due to 
their general nature, cannot be logically filed elsewhere 
in the 240 series. 

COUNSEL: Destroy after 3 years. 

240.2	 Statements of Employment and Financial Interests. DD Form 
1555, DD Form 1555-1, and comparable statements. 

NOTE: Copies of these statements are to be maintained 
only by Counsel, DCAA, and the immediate supervisor. 

COUNSEL: Destroy 2 years after termination of employment. 

SUPERVISORS: Destroy upon transfer or separation of 
'..employee. 
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240.3	 Legal Opinions. Records accumulated in the rendering of 
legal opinions relating to all aspects of the operation
and administration of DCAA. 

COUNSEL: Permanent,. 

OTHER OFFICES: File in appropriate subfunction file, and 
dispose accordingly. 

240.4	 Recurring Reports and Information Requirements. Recurring 
reports and one-time information requirements not other-
Wise identified in the 240 series required of the Office 
of Counsel, DCAA. 

COUNSEL: Destroy after 3 years. 

240.5	 Reference Files. Files relating to the general field of 
legal matters consisting of extra copies of documents which 
duplicate the record copy filed elsewhere; rough drafts, 
notes, work papers, and other material being held for 
reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

250	 INTERAGENCY AND INTERNATIONAL LIAISON. Relates to DCAA relation-
ShiPS with other Government agencies and foreign countries. 

250.1	 General. Documents relating to interagency and international 
liaison which, due to their general nature, cannot be filed 
elsewhere in the 250 series. 

ALL OFFICES: Destroy after 2 years. 

250.2	 Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on interagency and international 
liaison, including caples of interim policy and procedures 
statements issued prior to publication in official DCAA 
numbered policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

250.3	 Recurring Reports and Information Requirements. Recurring 
reports and one-time information requirements concerning
interagency and international liaison. 

ALL OFFICES: Destroy after 3 years. 
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250.4 
Li.Lte~(agenc)~ ~!1d .m t.c rno t Lcn a.L lJ,.lj '~on corlsi~;Ljl~[~ n.c l~.(. ,a 

cop J es of do c u.aeu t s v.h i c h .:i~r·lj C::""::'2 the I:LCO.-d (Or;~; .c l -; ~J 
e Lscwhcr	 e ; rO;Ji;:.h dL,dt':J, no t e s , F'Jl'~: p,,".ner::,, ~<l''::: o th-. ...-
ma t.e: j a L bE:i:n~ h c Ld I o r rE-f~rl:-·n: -: , 

fILL OFfICES: Destroy d~-!u	 ohsol'-:'Lc, o r Ill'supcl'·'_'c1,?c.,
longer nC(;::d2d for r e Le r cuc e , ~"hlcb2\'(;'r :i.s E'.1.rlj'2:L. 

260	 LEG1S1,l\T_l~~~0lm COnc;~E~;SH)j\Jj~L Re La res to Lcg Ls.ia t ro.i , :';':~CCll!- ;'/;. 

orders, p ro c.Lama t f on s , and Lo L'ia i son v i th the Hhite H'w::," and 

Congress. (See 225 for Congressional Inv0&tj3ations.) 

260.1	 .gen!2ral. Doc umeu t s r eI a tLng to Le gisLa t.Lvo and C0ngn:~~;~J_c'nal 
rnot ters wh rch , due to their gcue raL l1Gturc, c.rnuo t be 
logically filed elsewhere' In the L.60 series. 

ALL OFFICES: Destroy after 2 years. 

260.2	 Policies and Procedures. Documents relating to t.ho de ve 1 op-: 
ment, preparation, issuance, and interpretation of dir0ctives 
or regulatory instructions on legislative an d Cong resai.ona I 
ma t ters , including copi.es of interim policy and p rocedu rcs 
statements issued prior to publication in o f f Lc i a1 lJctv\ 
numbered policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

260.3	 Legislation. Drafts of proposed legislation, executive 
orders, and proclamations; DCM comments and recotrmendat i on s 
relative to legislation, executive orders, and procLama t Lon s ; 
bac~ground and supporting documents. 

COUNSEL, DCM: If proposed by nCAA, Rermanent. If proposed
by others, destroy after 5 years. 

OTHER OFFICES: Destroy after 2 years. 

260.4	 \~lite House Correspondence. Correspondence from the White 
House requesting information about DCAA activities, or on 
behalf of citizens. 

EXECUTIVE OFFICE: Permanent. 

OTHER OFFICES: Destroy after 5 years. 
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1,JC:·I_. ,--r~~ of COi··..,:::;:-t;.S!..i aurl ~~:ol(:5rcE.,~-;i:;f"''-' __ Cr mnri t tc:e~-i _ ,'~~~."irt.~_~!I~, 

.i n fo rma t Lon .::b:)-:..1t DC!\ ..~ .ic t i.v tt a.cs ~-::hl cmp Lo yc.s s . 

~XECDTIV1 OFFICE: PeniliJnCn~. 

260.6	 Cnn~g_r_~:.ss ..LOllC]]_5~Q..rreGPond~'ncc Co r re s pon de n cc "\,."1J i n Ln d Lv ill ~.I ~C\	 ~ 

Bembers of C;)'lg1'eSa concerning Le t.t crs f rom t he Lr cor::.:~tit:'j'::" it, 
r e.que s t Lng empl.ovraen t Ln fo rrna t Lon dna a s s Ls tan co ill ob ta i.:1J.n: 
employment. 

ALL OFFICES: Destroy after 5 years. 

260.7	 RefeLS:~_(=5.~_Fil~_E~.Files r oLa c Lng to the general fj e Ld of 
Leg Ls l.a t Lve and cong re ss i.ona l ma t t.e rs con:3i.stirJ~o f e;:tJ·cl 

copies of do cumcn ts wh Lch GUpU cat e the r'eco rd copy filed 
e Lsevh ere ; rough drafts, notes, wo rk pape rs , and o t.her 
materjal being held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, wh Lche ve r Ls earlier. 

270	 ORGANIZATION AND FUNCTIONS. Relates to the establishment of and 
changes in organization and functions, activation and deactivation 
of offices, and related material. 

270.1	 Defense Contract Audit Agency. Documents relating to the 
overall organization and functions of DCAA, including charts,
manuals, statements, and similar documents, and rationale 
for significant changes. 

HQ OFFICE OF PRIMARY RESPONSIBILITY: Permanent. 

OTHER OFFICES: Destroy when superseded or obsolete. 

270.2	 Headquarters, DCAA. Documents relating to the organization
and functions of Headquarters, DCAA, including charts 
and rationale for significant changes. 

/{1 HQ OFFICE OF PRIMARY RESPONSIBILITY: Permanent. 

OTHER OFFICES: Destroy when superseded or obsolete. 

270.3	 Regional Headquarter~. Documents relating to the organiza-
tion and functions of regional headquarters, including
charts and rationale for significant changes. 

I~
 HQ OFFICE OF PRI~~RY RESPONSIBILITY: Permanent.
 

REGIONAL OFFICE OF PRIMARY RESPONSIBILITY: Destroy after 
10 years. 

OTHER OFFICES: Destroy when superseded or obsolete. 
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270.4	 rjcl<l fl.tidit OFfil_c:r.;c;
--------------- --- ..-~ ----and .JcaccLva tcou , org.m l.zat Lou i111d f unc t .i on s of f::i eLd aud i t 

of f i ces , Lnc Lud i.ng ch ar t s , ('.0 rrespon dencc rC!L, t -Lng thereto. 
and ratlonale for ch~n3es.

I~ 
REGIONAL OFrIC~ OF PRIHA[{Y RESPQl,SlBILI'f\'::Destroy 5 years
acler FAO is de~ctivo.ted. 

270.5 Reference Fjles. Files reJ~ting to the general field of 
orgau i.zat Lon and functions consisting of ext r'a cop i.es of 
doc unen t s wh i ch duplicate the record copy filed eLsewh ere ; 
rough drafts, rio t.es , wo rk papers, arid other material being
held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

275	 COHHITTEE HA1\lAGEHENT. Relates to official interagency alld inter-
service groups in wh Lch participates or has an interestDCA.,-\. that 
are established to consider, investigate, advise, take action, and 
report to the appointing authority. The term "Committee" is con-
sidered to include councils, boards, commissions, subcommittees,
panels, subpanels, EXCLUDING committees specifically identified 
under a related secondary function, such as ASPR and CASB. 

275.1	 ~n0r'11. Documents relating to committee management which,
due to their general nature, cannot be logically filed 
elsewhere in the 275 series. 

ALL OFFICES: Destroy after 2 years. 

275.2	 Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on committee management matters,
including copies of interim policy and procedures statements 
issued prior to publication in official DCAA numbered policy
publication. 

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 yeors. 

OTHER OFFICES: Destroy when superseded or cancelled. 
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275,3 

JGlnL, Hll:cniepa:"-L,lle;)t.al, 1ntcrng(;c]lCY, (,;- i o t c r s ; , ,- ",-~ 
c omnu t t cc s , such as Fc.uer.1.1 j~·'~t:._,,-·t1tive P ...... r..:'~l".).~ll,~-:. 

EXCl.UlJj~:G CC,:.r-:r1.LttCCS SpCCJ.fJ.i..--':-111l id,'::-~"l~lfl.~J l!I.!.'.L.-- '. 

rel'--~tl.:,(: s e c ond a r y Luu c ti.on . 

I'JIIEN D::A/\. }lOLDS CII.\]RI'j!H';SI~ Ll?: I'cnnanellL, 

INDIVIDUAL 11EI·;n:CRS: Destroy 5 ye a rs .i Lt e r teL'11, l1~<.J L'., 01'. 

partlclpatlon. 

275.4 Re curr i rtf? Rep'ort~.::-:!EJ..~Infor2:;:'~~<;Li:!J..!~<2E s , PC'Clll'r J.I1)-';tJ on 2l~.L 

report s and one -t; i.n.c inf o rma t lCl1 ;-eq u i rp'II(. n t s c ouc c IT.i11g 

DClI..J.\'f:pa r t Lc rpat ion r.n and j11dl1._1gementof CC"n:111ttcP'." 

ALL	 OH'ICES: Destroy after 3 y cc r s . 

275.5	 Referenee ...E1les. Files relating t.o the f,C'nel-alf i.cld of 
comnu.tt co management con s i s t i.ng of ex t ra cop Le s of do cun-e n t s 
which duplicate the record copy flIed els0~her~; rough
drafts, notes, wor k papers, and other ma te r aa l b<?Jl1f, 
held for reference. 

ALL OFFICES: Destroy wh en superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

280	 HANAC:~Efo1ENT11'!PROVEl'IENT.Re lates to p la nn t n g and carrying ou t au 
organized program for finding and installing more effectlve,
efficient, and ecotlomical ways of d01ng work through si~pli[lca-
tion of work procedures and application of management analysls
techniques, 

280.1	 General. Documents relating to management improvement wh i ch , 
due to their general nature, cannot be loglcdlly filed else-
where in the 280 series. 

ALL	 OFFICES: Destroy after 2 years. 

280.2	 Pol1cies and Procedures. Documents relat1ng to the develop-
ment, preparation, lssuance, and interpretation of dlrectives 
or regulatory instructions on management rmp rovemen t , 
includlng copies of interlm policy statements issued prlor
to p ub lic a t i.on in official DCAA numbered pub li.ca t i on s . 

ISSUING	 OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 
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280.3	 li~~~~:~':'~~:2t~~~~;_-~~2~.~Doc i-rocn t r (l·C'::c(~(l in t li; '-'l::'~~? 

r( ....VJe.. ....·l of till cr~")3ni~::-it Loc.. or D. l-L~I;:.L ..:.JJl-.:Jl ~l·/~c:.. r'/ ('1,. 

-.u r ve y , Ln c Lud Ln g LP.l~q(·st fer o r ~lu~horlz ...u. r o: t\...~ ::1' -:~-.:L 

the su r vc.y , the: f in i sl rc d r cpo r t , .m.l ;:'.(:tiul!'~ 1-:",1,..--" 
rrsutt of LL\:" surve y , 

ALL OFFICES; De st rcy upon corrpl e t Lon of n.ext l:_'l')1;,'---~'~L 

surveyor after ') y ears , ,-Jhich-2v'-::" is earl ieL. 

280.4	 Project Flle'i. Docuuien ts relatLl~~ to s pc ci.f i.c jJL'0p,:,: .. :L 
or projects to Lmprove or simp] .iIv the mar.uc r or I'lE:'r':!o,i
of plarm Lng , directing. con tro l Lf.ng , or do i n; \"\:.l-~" 0: ",'[t 

as prcpo sals for improvement, [1(;\"process clJeJ1_U" ,,',·d, 
coun ts, motion economy s tud Lc.s~ 1ayo ur studi es , Pl'O( ,:d·,I'c,:"-', 
drafts, nnd actions tdkcn on propo~nls. 

ALL OFFICES: De s t roy after J y ea is . 

280.5	 Recurring Reports and InformaUon R~Cjuiremei!..~s_.Re cur ring 
reports and one-time information requirements relatlng La 

managemen t imp rovemen t . (/, _S) 

HQ OFFICE OF PRU1ARY RESPONSIBILITY: Pepnagep 1- , 

OTHER OFFICES: Destroy after 3 years. 

280.6	 Reference Files. Files relating to the general field of 
management improvement consisting of extra copies of dOCuments 
wh Lch duplicate the record copy filed eLaewh ere ; rough 
drafts, notes, wo rk papers, and other materi.al being 
held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

290	 HISTORICAL FILES. Documents that have unusual or immediately
recognizable historical significance; programs for production of 
specific and formal histories; and records of value to new manage-
ment and staff officers. 

290.1	 DCA.ll, Formally histories, includingHistories. prepared
organizational and functional histories produced by nCAA 
historians or others for DCAA. 

DCAA	 HISTORIAN: Permanent. 

OTHER OFFICES: Destroy when no longer needed for reference. 
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290.2 

290.3 

290.4 

290.5 

290.6 

290.7 

290.8 

rlii-nJ~~~_0-_C?_~ __p..-;2.e'_~~~l_~?_.. ~~\~coLds !.,J;.<.1 i_lr:g t o l ~l(::' cr\~_._~t)_:-.u 

and o r Lg.i.u vi: DC\':.i\ c1TlU t.t s ,--~ct~l.\?itit:\~.,,, 

l~E(JlOi.'JAL liQ - M,L OFFICES: Destroy a Irc r 10 YC-':' .~,. 

Activ-;':yJJistorif:'s. Locally prepa rr-d 01' co llec tvd I'J3tenc!1 
appropriate for ratentiGn because of its local ~j~~~[lcanLe.
potential usc in product10n of futur0 organlzdclo~Jl or 
functional histories, or 33 a sourcp of historlCDl fact. 

ALL OFFICES: Destroy when s.upe rsede d by updated r ev i.sion , 

1?~A'\__ File. A uhite t i ss.uc copy of 1 <..:orrv;pon·-(':1!_~onologJ-_cal a.l
dence tc addressees outside lTeadquarters, nCAA. 

ADHINISTRATIVE SERVICES OFFICE: PC'mfJIwpt. 

Regional.l131~..?.Rc=r's File. A copy of anChronologico.l
correspondence to addressees outside t.he Re gLon.il Head-
quarters. 

REGIONAL OFFICE OF PRIMARY r..ESPONSIBILITY: Destroy aIter 
15 years. 

Principal Staff Element Chronological File. A copy of all 
correspondence to addressees outside the office of the Head 
of the Principal Staff Element. 

OFFICE OF HEAD OF PRINCIPAL STAFF ELEMENT: Destroy after 
3 years. 

FAO Chronological/Reading Files. Files of extra copies
of outgoing communications arranged chronologically and 
maintained for periodic review by staff members or for 
convenience of reference. 

FIELD AUDIT OFFICES: Destroy after 5 years. 

Reading Files. Files of extra copies of outgoing communi-
cations arranged chronologically and ~~intained [or
periodic review by staff members or for convenience of 
reference. 

ALL OFFICES: Destroy after I year. NOTE: Offices shall 
not retain both chronological and reading files. 
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290.9 

" '\,", 

.... ~ .... t 

~~~L-\l 

files r.l':l<l in c l rxie C"-'l'"I-f'prorF:·.lIic:r: 11."1 i~l·'_:-l' ..'} lIt"·,! ~ t,;j::[) 

nCL~A. c,[[Ici;l.'_s, o r n o r 11.~-;. C~G\'l"L\llnC'I-t c·rf"':'c:';::~~~., ~·L·=-_'r.~Jte 

sour c e s , ;n	 [[iL'~j~Jr ... r o rf or-e i :_~0\rE:I!.1![F~:)t:3~ ~~-t:1[-,· '-1'2 -LCC.1J10 

rcgardillg var i.o: ..tS s ub j c-c.t s ~ aL'll s Lui. I ~! ':'"' Jt~,;: -lai, 

290.10	 Hi sJ.:~J_C:<J~-.l?~_~l~:;ro_unu arid I;,:,f::'!~~~_c.E·'_i~j:L~='!_~._,--l..~.' l~c,d:'r1 a 1 G 

accumulated by h i.s t or i ans or for h Ls t o r Lc.i I pU"')'(l':,,~S con--
sisting of documents co Ll.e c t ed or ma Lnr n i ne d clS s on c ce 
material, such r:.s t r.in s cr Lpto of Ln tcr v i ev s ; lYt::':'~'. c h-i r t s , ,!fJri 

s ta t Ls.t i caL co.up Ll.atLon s ; f;p~"ci.al c o Ll cctions of po l tcv 
di r e c tLve s and cor re sp onder.co of e xc cp t Lons L ill:PC'·,!:t1-l.ncc; 
summaries of major p r ob Lems and even t s submitted l.v oper8"-
t i.ng officials; notes regarding o r gan Lzo t Lon of Lhc h Ls tor i ca I 
material; indexes as to type and location of histocl~al 
material located elsewhere; and manuscripts and cc-mns-nt s 
relating thereto. NOTE: O£ficic:l record c.opies of docunJ2n!::s 
proper for filing e Lsewher e vril L not be Lnco r po r.s t ed in 
this file; howeve r , copies thereof may be Lnc Lucled . 

ALL OFFICES: Destroy when no longer needed for h.Lstorical 
reference purposes. 

u-\
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This p r i.ma ry Lunc t i ona L se t Le s rclaLc>,~ to t he S'JI'(!l"viSiort ,Y\/('.!L- _1:-1d 

L'lanaS2f:1.21H DC.\." c i.v i Lian en p Loye es : re:L'omlel A,-'m~_(]is,-r;-l[Jun <,IlL);of 
Position Cl:J.ssi£j(.r;L~\:,l ;:tn_G P;'t)7 (JO(»); r~C:'C.l~ltLL1'12. ~~~!J~LLr-=-rlg (~j;); 
Ca r e e r I\Tdl1Clf,eTile!lt (3.1..5); Tr2..rY' ..1.r_~ (321); ~:cc~e~,si.Gn:~l Ac t Lv i t Lo : \.)'~:»); 
Ln cen t i v c an d Ac cornpl.L~,hm2ntAwa rd s (341); Eq u» l Ernp loyn.ent; OJ.'!,:,1:: li,) Lt.y 

(3l;6); Labo r-Tlanagement; Rc Lat.j.on s (347); St.an da r ds c f Conduce (3"9); 
Ad ve rse Personnel !'.r:tions(350); ErnpLo ve e Cornp La Ln t c , Cr Levancc s , .ind 
Appeals (3SB); EmpJoyee BeneI i t.s (361); Po rso-vnc I Operations (3il); 
Program PIRnning ~nd Evaluation (381); Military Perso~~21 (387); DC~A 
Savings Londs Program (388); and lbrule, Wclfdre, and RecreQtj~n (399). 

301 PERSOmJEL ADHINISTRATION. Relates to personnel administration 
Dl:ltters. 

301.1	 .Q.eneral. Documents relating to personnel adnri.nLs t.rar i on 
which, due to theIr general nature, cannot be logic2l1y
filed elsewhere in the 300 series./~ 11 
ALL OFFICES: Destroy after 2 years. 

301.2	 Policies and Procedures. Documents relaU rig to the c1cvel'lp-
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on personnel matters, including
copies of interim policy statements issued prior to publica-
tion in official DCAA numbered policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

301.3	 Designation of Civilian Personnel Officer. Documents 
relating to the civilian personnel officer's basic 
authorities to act for the Director or Regional Manager
in administering civilian personnel actions, such as sjgnjng
personne] actions; administering oaths of office; authoritles 
to deviate from DCAA or CSC requirements; documentation 
of the basis for the policies and practices, and procedures
which are made under local authority; and records of actions 
or decisions which are precedent-setting for future opera-
tions. 

ALL OFFICES: Destroy 2 years after termination of 
appointment. 
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301.4	 Servicing Agreements. Agreements between DCAA and non-
DCAA activities for the provision of civilian personnel
services. 

ALL OFFICES: Destroy 3 years after termination of 
agreement. 

301.5	 Recurring Reports and Information Requirements. Recurring
reports and one-time information requirements not otherwise 
identified under a related secondary function within the 300 
series. 

ALL OFFICES: Destroy after 3 years. 

301.6	 Reference Files. Files relating to the general field of 
personnel administration consisting of extra copies of 
documents which duplicate the record copy filed elsewhere;
rough drafts, notes, work papers, and other material being
held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

306	 POSITION CLASSIFICATION AND PAY. Relates to the functions of 
determining pay rates and administering salary matters relating
to civilian employees, EXCLUDING position classification appeal 
case files - see 358.3. 

306.1	 General. Documents relating to position structure and 
staffing which, due to their general nature, cannot be 
logically filed elsewhere in the 306 series. 

ALL OFFICES: Destroy after 2 years. 

306.2	 Classification Standards. Classification standards providing
guidance in the evaluation of positions including classifi-
cation and qualification standards. 

PERSONNEL OFFICE: Destroy when superseded. 

306.3	 Standards Development. Drafts of standards, correspondence,
project schedules, and materials relating to the develop-
ment of classification and qualification standards. 

PERSONNEL OFFICE: Review at least once a year after 
publication of final standards and destroy all papers wh Lch 
have been superseded or are no longer applicable. 
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306.5 

306.6 

306.7 

306.8 

306.9 

Position Descriptions (Master File). Certified master copies
of Optional Form 8, Position Description, or comparable
forms, covering all positions serviced by the civilian 
personnel office. (1_ 7) 
PERSONNEL OFFICE: Destroy 5 years after cancellation 
or obsolescence. 

Position Descriptions (Number Log). A log providing a 
continuing list of identifying numbers assigned to position 
descriptions. (1.7) 

PERSONNEL OFFICE: Destroy upon discontinuance of the 
activity or when new numbering system is prescribed. 

Position Descriptions (Extra Copies). Extra copies of 
positio~ descriptions maintained for use when a new 
incumbent is assigned, when identical positions are 
established, or for reference. ( 1_ 7 ) 

ALL OFFICES: Destroy when position description is super-
seded or when position is abolished. 

Position Descriptions (Organization File). Folders for 
each organizational element containing organization and 
staffing charts annotated to reflect positions involved and 
a copy of each position description. (1-1 J 
ALL OFFICES: Destroy when superseded or obsolete. 

Position Surveys. Documents reflecting the periodic survey 
of all positions in the organization and reports related 
thereto, such as the Annual Supergrade and PL-313 Position 
Report, Annual Certification by Regional Managers, Annual 
Whitten Amendment Report. 

PERSONNEL OFFICE: Destroy 2 years after a regularly scheduled 
DCAA or CSC inspection, whichever is earlier. 

Wage Board Administration. Documents relating to wage board 
matters, which are forwarded to DCAA for information and/or
coordination. 

PERSONNEL OFFICE: Destroy when superseded, obsolete, no 
longer needed for reference, or after 2 years, whichever 
is earlier. 
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306.10	 Special Salary Rates. Documents relating to special salary 
rates, and to the annual review thereof. 

PERSONNEL OFFICE: Destroy when superseded, obsolete, no 
longer needed for reference, or after 2 years, whichever 
is earlier. 

306.11	 Salary Schedules. Documents relating to general schedule 
salary rates; schedules, reports, and similar documents 
relating to pay setting for civilian employees. 

ALL OFFICES: Destroy when superseded or after 3 years, 
whichever is earlier. 

306.12	 Reference Files. Files relating to the general field of 
position classification and pay consisting of extra copies
of documents which duplicate the record copy filed elsewhere;
rough drafts, notes, work papers, and other material being
held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

311	 RECRUITING AND HIRING. Relates to the recruiting of new employees,
the consideration of applicants or of eligibles from the CSC lists, 
and the hiring of employees. 

311.1	 General. Documents relating to recruiting and hiring
which, due to their general nature, cannot be logically
filed elsewhere in the 311 series. 

ALL OFFICES: Destroy after 2 years. 

311.2	 Civil Service Certificates. These files provide a record of 
requests to the CSC for certification of eligibles, such as 
Request for Certification, Certificates of Eligibles, 
Statement of Reasons for Passing Over a Preference Eligible
and Selecting a Nonpreference Eligible, and similar records. 
(I-~)
PERSONNEL OFFICE: Destroy after 2 years. 
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311.4 

311.5 

311.6 

311.7 

311.8 

311.9 

DCAAM 5015.1 

Applicant Supply Files. These files provide an index to 
applications of qualified eligibles, govern the order of 
selection of applicants for appointment used as a basis 
for determining subsequent recruiting needs, and provide a 
reference to the Qualifications Standards File. (I_/~) 

PERSONNEL OFFICE: Destroy after appropriate action has been 
taken with respect to each applicant listed thereon, in 
accordance with the FPM and after CSC has inspected each 
action for compliance with existing rules and regulations.
When direct recruiting authority is cancelled, destroy after 
inspection by the CSC of the propriety of actions taken 
under the recruiting authority. 

Applications. These files provide a repository for 
applications and supplementary related documents and 
correspondence. 

PERSONNEL OFFICE: Dispose as prescribed by the FPM. 

Job Opportunity Announcements. Announcements of job 
vacancies prepared for bulletin boards, circulation to 
employees, other agencies, or the public. 

PERSONNEL OFFICE: Destroy after 2 years. 

Paid Advertising. Documents relating to advertisements 
placed in news media for the purpose of recruiting,
EXCLUDING financial documents. 

PERSONNEL OFFICE: Destroy after 3 years. 

Priority Placement (Stopper) Lists. Lists received period-
ically from the Central Referral Activity, and related 
documents. 

PERSONNEL OFFICE: Destroy after 2 years. 

Overseas Returnee Lists. Lists received periodically from 
the Automated Overseas Referral Activity. 

PERSONNEL OFFICE: Destroy after 2 years. 

Student Trainee Program. Documents relating to all phases 
of the student trainee program, including recruiting, 
placement, training, and evaluation. 

ALL OFFICES: Destroy when superseded, obsolete, or 1 year 
after individual leaves program, whichever is earlier. 
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")1] . 10	 __ ~!~ .1~~~'~;_1.!_-; .•• r L:R~~i~-~r~J-~2..f~.J_~2!~~~-£	 ~_-'.'lf~~~~.~~.. i:t.--I-:~-'~.l~_~1~)._~~~2.::i	 :~-~ 

rE~pOrL.::J	 an d O;'h:.:-!::in~2 i"'i.l[Ol-,:i<Al.L(Jll l-e(~t1iT(-_J1.I.-n r s C.') ...i.CC r n il~~~, 
rec r-ri t i.ng an d e t udcn t t.·<.lil'c;,-·~,. (1-/6) 

311. 11 Re J:£!'S'l1Cl" Fi 1c: s , I'Lles rc L~t Lng to tJk: gelleroI Li c:2J. o i' 
r ec ru i t ing an d hiring cOll::;L;tlng o f C~:tL',-o:c op Lc s (,i: 
doc umcn t a whach .lup Li.ca t e lbo: record cOPY filed pl, :'t:j->l-·i2.; 

r ough d ru Lts > 1Iot(?S, work p.ipe rs , an d oth er rnat.e r -j.el L bC.il'~~ 

held [01' referen ce . 

ALL OFFICES: Dest coy when superseded> obsolete, 0, no 
longer needed for reference, whichever is coriter. 

315	 CAREER l'-Lf\N.fI,GI<J'lF:!,I'J'. Relates to DCAA programs designed t.o iT,~"'<,(~e t l.e 
career o r die devc Lopman t of employee; s capab i.Lit Les tlJLC)'l.?,h ;;. 
program of selec.tlon and assignments; increased pror.lOt-LOna.Loppo]'tun--
ities through J\gency-wide referral of vacancy lists or consideration 
by USE' of centralized qualification records; merit promotion, job
rotation, reassignment, and details; overseas rotation; and sjmildr 
programs. 

315.1	 General. Documents relating to career management which, 
due to their general nature, cannot be logically filed 
e1se",here in the 315 series. 

ALL OFFICES: Destroy after 2 years. 

315.2	 Career Programs. Record copy of career program supplements
maintained for each of several career fields for civilian 
employees. Includes materials such as drafts, concurrences,
recommendations for changes, and similar documents. 

PERSONNEL OFFICE: Destroy 5 years after supersession or 
obsolescence. 

315.3	 Qualification Standards. Documents used in rating appli-
cations for appointments and approving non-competitive
actions, consisting of index to standards, CSC Handbook 
X-118, examination announcements, and special standards,
such as promotion and training agreements. 

PERSONNEL OFFICE: Destroy when superseded or no longer
needed for reference. 

5-B-3-6
 



! , -,~,', '. ~,: 

315.5 

315.6 

315.7 

315.8 

315.9 

.~~;?p.l.~_'r_ ~:.c~")~J~_~ 1'.; ~,k; ?..~ c J! ~I ! I l :.;~ I_:=-,~-':L._~.~~~I: ~~~" J) 1- t.: p .. ~
app}j c,:-;ri':':-, nnd:?l~ t"I:'::""r:ru'l~.):_l('ll ..,.01 1)3 ,'~j:f-'I:::-"-'l:' [:r:-I;.?f-:_':l ,!:-:./: 
llse(l ~1~. <.1 r o co r.I o f et-:':'11.(-tYC:-2i~; ~:l.~~i,r... 

r o cu rne d lr) .:iJ/plJ("--):1t~~~~ forms rl:T _'J.;.,c!Lh"!l' \; .. ;~t~_J':·::'~: __ ., ...'c. 
se l cc r.cd \Jill be des.rL-(o~10~d :lLLf'J. 1 y-:':~1..r; fU:~_lE. lor L_~lir,-J"_:_t~ 

app l Ir.c nc s hT}10 are s e Lec tc d \.7J.11 be l.~lcd .:.T: t i.e Of r i ....'i_l: 

Pe r sormc.l rL,lclcr. 

X~<?£I~l£.~iT.!..""nt __.LZj&12J:::.~. These files P;-()V:Lclr.:: ;1 n'i) '-,1 (or of 
pel:S011G h a-r i.ng r cemp l oyrront; ric:ht-F; or to \.il~,,-;HI t hi- rr; 1:-; :-;'i) 

ob L.i.ga to rccmp Loy , such as s scjIii rated 1,yt TOIl l',..:rson
reduct Lon in f o rce or for m.ll.Lt.ary se rvLco , ~~!:.LLJs 
listings, DnJ stmilnr documents. 

rEftSOlmEL O}TICE: Destroy af te r cxp i.ra t ion or Lo ss 01. 
employee's reemployment priority rights un l.ess an app,·;a1 

is pending. Destroy lists after c-xp i ra t Lon of eJ Lg ib il r t.y 
of all persons on the list. 

_Reassignments, Job Rotation, and ,l!~_tai)s. Do cumen t s 
relating to the reassignment, rotdtion, and d2tailing of 
individual DCAA employees. 

PERSONNEL OFFICE: Destroy 1 year after termination of 
employment. 

Rei.erral L-~~ts. Lists reflecting referral of names for 
consideration against vacancies, including requests for 
such lists, and copies of or notations regarding inquiries 
as to interest in vacancies. 

PERSONNEL OFFICE: Destroy after CSC inspection or after 2 
years, wh Lcheve r is earlier. 

Promotion Register and Record. Papers documenting promotion
actions under the Federal Merit Promotion Program. 

PERSONNEL OFFICE: Destroy after CSC inspection or after 
2 years, whichever is earlier. 

Executive Manpower Resources Board Activities. Documents 
relating to EMRB operations, such as policies and procedures,
memberships, agenda, minutes of meetings, and related 
doclUUents. 

E}ffiBRECORDER: Destroy after 10 years. 

OTHER COPIES: Destroy when no longer needed for reference. 
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315 ..10 ~:~~.:_~i"T!..r~_.l:'~~~·~c'~(;~~:5:1~_J_1~4E_~"·,,:Di12.r .:-r~ld~-i;!~~ i.e~-)_')CI1;II~nL3 ~P ..! 
EAr~c.ULJ_\ e lJL\,.'c] c...?~.I.ellt l'r('.brc~ln ~::-}(; .i n d i.v Ldnn 1 ,)rtl4ti' ci1).I;Jt..,:' .. 

PE1~;(H'~}~EL011J'ICE ~ D0s troy 5 yea r s aft CL- S{l! \ '? r'-; '.:s i(~!~l..y~_. 

ob S '.) Ie" S C' (?I1 (_.~ .. 

315.11	 hefcrenec Files. Files rela t mg to t'le general field (,f 
c-n:c;cr 1llalldgl.:'Il-',!nt con s i s t.Iug of cxt.ra cop i e., of do cumen ;,~ 
,<'Inc11dup Ll ca t e the record copy £ileJ else\Jlif'J:·.:! ~ rough 
drafts, notes, work papers, anJ ether RaterLa] beblg h~ld 
for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer neccled [or reference, vbichever is earlier. 

321	 TRl\H1I1JG. Rel.ares to tra irring thr.ough DClIA resources, other 
Cove rnruen t t ra i.ni.ng, and non+Ccve rnmen t t raLn i.ng. 

321.1	 General. Documents relating to t raf.nf ng wh.i.ch , due to thc ir 
general nature, cannot be logically filed elseuhere in the 
321 series. 

ALL OFFICES: Destroy after /. years. 

321. 2	 Train ing Plans._ Doc umen ts reflec ting overall programming
and scheduling of training and reports of progress thereon,
such as the GETA report. 

TRAINING OFFICE: Destroy after 5 years. 

OTHER OFFICES: Destroy after 2 years. 

321.3	 Individual Record of Trainin&_ Documents reflecting
for an employee the courses attended, dates. and similar 
information. 

ALL OFFICES: Review annually and destroy that portion
pertaining to individuals who are no longer in the employ
of the activity. 

321.4	 Recurring Reports and Information Requirements. Recurring
reports and one-tlme information requirements not covered 
in other training subfunction files. (J -I") 
ALL OFFICES: Destroy after 3 years. 

322	 LOCAL TRAINING. Relates to training provided by each component
of DCM. 
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') r; ') I-,_ ..... ~-'- _~:~j!'_::.O':_I~-~~_t-__!~f~~:~) ~:.-~~_~_~:":li.~'~_-:~~ iJ· ;.-:1.TI~~r:.t :-.,_~~; i_~~ 1...~:_:!!)-:.. .. 
.L'c:Jati:16 to spc-cl.ilc ~"ul:iiLc.r." t-:'ci:n~G<~ c.o r.i u.: C.J11J~1.."_~·)Ll .it;r 

DC/lj\' (1cti v i tip:,; u t. i l i;....:i.-! (; Lo c.. .L ~ l:l~.t, :r_<.. \.', t (\- or l~12f._cJ(:·J '_{ 1-(" ': S 

pc~'-.;C'nT"H:.l t.1S an st rucro r= ... 

OTHER OF~]CES: Destroy when n0 longer nc~~~d ror r2l~~LDce. 

322.2	 S:~!TIpO;:len l~ Admin i" '::c2"Ccd. tTon'-l\ll:h r.c.'!:..3J...:.~1-~1.~_[~.'}..])OCUE,en ~:; 
r eLat rrg to s pec i I'Lc non+aud i to r cr a in i.ng cnurs~r; cn1l'll"_tee1 

at DCAA	 ac t i.vIti.es utilizing Lo cr. L, Ln stLt ut.e, or He ad+ 
quarters personnel as ins"Cructors. 

SPONSORING OFFICE: Destroy afte~ 3 yedrs. 

OTEER OFFICES: Destroy wh en no Lunger ne edo d for r-e Fe rcnue . 

322.3	 ComE9nent Ad8inistered Course Ev~luoti0ns. Documents 
relating to course reports, critiques by students, and 
evaluation reports of component administered courses. 

SPONSORING OFFICE: Destroy after 3 years. 

OTHER OFFICES: Destroy when no longer needed for reference. 

322.4	 Defense Contract Audit Institute H,~magement and Supervision.
Documents relating to the overall dclrninistration and manage-
ment of DCAI su~h as correspondence between Headquarters
and DCAI, EXCLUDING specific course records. 

ALL OFFICES: Destroy after 3 years. 

322.5	 DCAI Courses. The Official Record Copy of each course 
manual, bo th instructor's and student's, prepared for use 
in courses conducted at DCAI or self-study courses adnlinistered 
by DCAl.

I~ DCA I : Permapep t I' 

OTHER OFFICES: Destroy when no longer needed for reference. 

322.6	 Course Development, Background, and Evaluation. Background
documents and work papers accumulated in the process of 
development, presentation, and evaluation of DCAA courses. 

ALL OFFICES: Destroy after 3 years. 
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322.7	 §~_~s!..c.-'_l_1:.~__ ~.!:.nd l':1..~;:t.=..!:.~ior~. DOCU1W2TlC:. l'.-lCll'ing to 
app Lt r.at Lon s arid sc.t cc t t ons of s t udcn t r. arid guo st. t.ns c ruc t o rr. 
f rom DC:l\,\ personnel. 

322.8	 N~n-DCAA_ rnrticlParion. R~co£ds reJdtins to rolicie3 and 
pro cedurc c conc c ru Lng pa rr I c Lp a tLon of n(Jn-DClu\ personnel 
as students and instructors at DCAL, including lelters 
of agreement and un de rs t and Lng be tween DCAA and other 
organ Lza t i ons and s Imf lar do cuncnt s . EXCl.lJDES rcco rds 
pertaining to the participation of an individual at a 
specific course. 

ALL OFFICES: Destroy when HO longer needed for reference. 
or 3	 years aiter terminati.on of ngreE:1Jlent,as approprlate
for the	 record. 

322.9	 Reference Files. Files relating to the general field of 
training consisting of extra copies of documents which 
duplicate the record copy filed eLsewh ere ; rough drafts, 
notes, work papers, and other material being held for 
reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

323	 NON-nCAA TRAINING. Relates to training of employees in non-DCAA 
facilities, EXCLUDING financial documents. 

323.1	 General. Documents relating to non-DCAA training which, 
due to their general nature, cannot be logically filed 
elsewhere in the 323 series. 

ALL OFFICES: Destroy after 2 years. 

323.2	 Other Government Training. DOCl~ents relating to training
of DCAA employees in other Government training facilities 
including agreements, requests for quotas or personnel 
spaces, evaluations or comments, and similar material. 

ALL OFFICES: Destroy after 5 years. 

323.3	 Non-Government Training. Documents relating to training
of DCAA employees in non-Government training facilities, 
including requests for approval of such training, agreements,
copies of obligated service agreements, if any, and similar 
material. 

ALL OFFICES: Destroy after 5 years. 
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323.4	 B~!.J~j_~l!_.:_~:L\~~_s_. files r e La r i.ng to t.b o gencr.tl field__ of 
nnn-JjCl\}\t r<l.ll1ing cons i.s t _Lllg of ex t r.i cop i.e.eof doc umcn t s ii:JJ.c:ti 
dup I 'i.c are the record copy [i 1eJ cl<:;'.::wh-rc; r-ough d i a Lt. S, 

uo tes , worl; papers, and ether matcr i aI be in g he Ld f or 
r e Lc r enc e .. 

ALL OFFICES: De srroy whe n superseded. obsolete, or no 
longer needed for reference, whichever 18 earlier. 

330	 PROFESSIONAL A_CT~~ITIES. Relates to the p artLc ipation of nCAA 
employees Ln p roEes sLoua l activities ou t si de DCAA and CPA 
accreditation. 

330.1	 General. Docurnent s relating to professional ac tLv lt Le s whi ch , 
due to their general nature, cannot be logically filed el8e-
wh ere in the 330 :::eries. 

ALL OFF1CES: Destroy after 2 years. 

330.2	 CPA Accreditation. Correspondence with State boards regarding
acceptance of DCAA experience as qualifying for taking the 
CPA examination and for certification; correspondence with 
professional soci..etjes,CPA firms, other Government 3gencies,
colleges, and universities regarding the auditing profession. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference. 

330.3	 CPA Preparation. Documents relating to the CPA coaching 
courses provided to auditors by DCAA. 

ALL OFFICES: Destroy when superseded, obsolete, no longer
needed for reference, or after 2 years, whichever is earlier. 

330.4	 Professional Activity Case Files. Documents relating to the 
participation of DCAA employees in professional activities 
outside DCM, such as the FGAA, and similar organizations. 

ALL OFFICES: Destroy after 2 years. 

330.5	 Reports on Professional Activities. Copies of submissions 
for publication in the DCM Bulletin and similar reports
relating to participation in professional activities. 

ALL OFFICES: Transmittal letters will be destroyed after 
each	 month's activities are recorded. Individual activity
report will be filed in employee's career folder - see 315.3. 

- :-~.... 
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330.6	 FileH rcl~ting t; 
prOJ_t.:'3sJ0:-JCll. 3C.LJ.Vj_ti~s cons Ls t Lng (IJ E;:'":.tl"d co p Le s of l-1rJLUml~r!.t~... 

which dup Li.cate the r e co rd copy fj .LeJ e I sewhe re : r ouvli dra J't c , 
n01:.:?';, pane rs , and otn cr ma t erLa I beLng l.eLd forwor k
 
referc:nce.
 

ALL O}r[CE~: D2stroy ~hPll 8upers~ded. obsoletE, 01 no 
longer nce~cd fOT refercfice, which~ver is ea~lier. 

341 INCENTIVE ~l\;nACCO'iFLISHl·n':N.I. Re La tes to the system ofA\·!i.:..~·r~ti. awa rd s 
and incentlves Ior superior acc0~?lis~nents, a~ts, or s~ggestions
\o1h1c11have con trLb ut.ed to the e f fLcl cncy and economy in dJr'1lnistrat Lon 
and opeI"dtic",s. 

341.1	 Gencro~. Do cument s reJ ating to incencive and ac comp Li shmen t 
awa rrls whLch , clue to their general nn tur e , cannot be 
Log ica.lLy filed eLsewhe re in the 3-'11series. 

ALL OFFICES: Destroy after 2 years. 

341. 2	 Incentive A\"ards Reports. Summary and consolidated reports 
on monetary and non-monetary awards. (1-13) 

PERSONNEl, OFFICE: Destroy after 3 years. 

341. 3 _Ree...ister Honora!7 and Monetary AHard.§_(Except Suggest Lone) of . 
Register of nominations received, approved, disapproved,
amount of award paid, and dates. 

PERSONNEL OFFICE: Destroy after 3 years. 

Incentive Awards Boards. Documents relating to board 
operations such as policies and procedures, memberships,
and comparable papers. 

ALL }1EMBERS: Destroy when superseded, obsolete, no longer
needed for reference, or after 3 years, whichever is earlier. 

341.5	 Nominations for Awa rds , Case files of recommendations 
together with supporting papers submitted by operating 
officials and related papers incident to consideration of 
employees for performance awa rds and honorary awards, such 
as Outstanding Performance, Quality Salary Increases, Special
Achievement, Distinguished Civilian Service, Meritorious 
Civilian Service, Civilian Award for Achievement, Publications 
Award, Presidential Award for Distinguished Civilian Service,
DoD Distinguished Civilian Service, Federal Womens Award,
Outstanding Handicapped Federal Employee, National Civil 
Service League Career Service, Arthur S. Flemming, Rockefeller 
Public Service, William A. Jump Memorial, and similar per-
formance and honorary awards. 

PERSONNEL OFFICE: Destroy 3 years after case is closed. 

OTHER OFFICES: Destroy after 2 years. 
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]-.,~!.~~.!s	 ~L_C(JE"!1.~"1~ 0:T.~_!illJ>!-.:5'_s:j.:..~~ CopLes 0 f !e ttl' r '.' t iOT1 t ig~1.. 
r e c ogn i.z.Lug length of sc r v i,..:e and r c t i.r c.men t ; Le t t.e r s of 
app r e c.i.a LiO:1 an d c.ounne nd a (j on [or pc"rforITz,nce, EXCLUDING t1,·::.c;e 

COr~eb fileJ in O[f~cial ?ersonne1 Folders. 

ALL OfFICES: Destroy after 2 y ear s . 

3L:l.7 C:b..'d.)_~_~~~.~_E:~~~s-.:.:;:._flTb lE'~~.')I1J::E0.L}'.:.!-L~~_. Rc.qu i e Lt:i0n" for and 
controls ma Lu t a Jried 1.0 record eligibi.Lity for awa rd of 
ernb Lcms . 

PERSONNEL OFfICE: Destroy [lfter 2 years. 

341.8	 Employee Sugi'jebtionRegister. Registers or controls of 
ernpLoyee suggestions received. 

PERSONNEL OFFICE: Destroy 2 years af ter final action is 
taken on all suggestions listed thereon. 

3U.9	 Employee Suggestions. Case files for specific suggestions
made by civilian employees to improve administration and 
operations, including both appro,ed and rejected suggesticns.
Includes acknowledp;ment of recei.pt of suggestion, evaluation,
approval or rejection, and issue of awar ds . 

PERSONNEL OFFICE: Destroy 3 years after case is closed. 

341.10	 Reference Files. Files relating to the general field of 
incentive and accomplishment awards consisting of extra 
copies of documents which duplicate the record copy filed 
elsewhere; rough drafts, notes, work papers, and other 
material being held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

346	 EQUAL EMPLOYHENT OPPORTUNITY. Relates to the program for equal
employment opportunity. 

346.1	 General. Documents relating to equal employment opportunity
which, due to their general nature, cannot be logically
filed elsewhere in the 346 series. 

ALL OFFICES: Destroy after 2 years. 

<, •• 
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.Afj"J ril'::-=-~_~~_~.S:.LLon.J?.lrl.0E.' Annua L r epc r t s s1tm-rLn~ the 
~xist~ng ~roblcms relat~d ~o FED, wid rhe plans for 
f mp ro vcmen t , 

DC/v\	 EEO CFf.J:C[R: 

..g ~..e#A...:;,REGlott\L EEO OFFICER: Destroy after HI "J ero. 

OTHBR OFFICES: Destroy \-lhenno longer needed for reference 
or after 3 years, whichever is earlier. 

346.3	 /U1nu~U3c~.22Lt_. Narrative report shovLng the problems,
accom~llshments, and other matters relative to tlle EEO 
program. 

DCM>..EEO OFFICER: 

~~~ REGIONAL EEO OFFICER: Destroy after 1~ y o. 

OTHER OFFICES: Destroy when no longer needed for reference 
or after 3 y ear s , wh Lcheve r is earlier. 

346.4	 Special Reports on EEO. Reports on specific EEO progracos,
such as the status of women, groups, mentallymino'!:."ity
handicapped, and similar recurring or one-time information 
requirements concerning the DCA1\ EEO Program. 

DCAA	 EEO OFFICER: Destroy after 5 years. 

REGIONAL EEO OFFICER: Destroy after 3 years. 

OTHER OFFICES: Des troy when no longer needed for reference 
or after 2 years, whichever is earlier. 

346.5	 Reference Files. Files relating to the general field of 
equal employment opportunity consisting of extra copies
of documents which duplicate the record copy filed 
e Lsewhcr e ; rough drafts, notes, work papers, and other 
material being held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

347	 LABOR-MANAGEHENT RELATIONS. Relates to documents regarding the 
relationship between management and employee unions, groups, or 
associations. 

347.1	 General. Documents relating to labor-management relations 
which, due to their general nature, cannot be logically
filed elsewhere in the 347 series. 

ALL OFFICES: Destroy after 2 years. 
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_c;£I~~_!:jJ_f~S.. Doc iuoe n t s rela;:.lDgto the r'eLat a.onsh'tp be t.we en 
111dn':l.g,"C1ent and Lnd Lvf.dua L cmp l.ovc-c un:iJITl3, g ro ups , 0 r 
associatlons, su~b as petitions for e~clusivo rccugnition,
.qgre,1I".".:111.S) and similar do cntnen rs . 

OFFIC~ ~EC~r[~TJNG AGa~~IE~T: Destroy 5 years after 
supersession Dr ob8ulescence. 

OTHER OFFICES: Destroy when no longer uce dcd for reference. 

Laber Rc.Li t Lon s , Document> r oLa tLng to \wrk s toppug es and 
strikes; strike reports, correspondence relating to settle-
ment of	 d.Lsputes; and related do cumeu t s, 

ALL OFfICES: Destroy 3 years after close of case. 

347.4	 Reference Filt-s. Files relating to the geni?:ralfjeld of 
labor-management relations consisting of extra copies of 
document s wh Lch duplicate the record copy filed eLsewh ere ; 
rough drafts, notes, wo rk papers, and other uat erLal being 
held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference. wh i.clieve r is earlier. 

349	 STANDARDS OF CONDUCT. Relates to the system designed to ensure that 
all DCAA personnel do not have conflicts of interest and are at .....are 
of and adhere to codes of ethics and standards of conduct. 

349.1	 General. Documents relating to standards of conduct which, 
due to their general nature, cannot be logically filed 
elsewhere in the 349 series. 

ALL OFFICES: Destroy after 2 years. 

349.2	 Operations. Documents reflecting the operation of the system
designed to ensure that all personnel read and fully under-
stand the standards of conduct and ethics required of them. 

PERSONNEL OFFICE: Destroy after the next periodic applica-
tion of the system. 

349.3	 Reference Files. Files relating to the general field of 
standards of conduct consisting of extra copies of documents 
which duplicate the record copy filed elsewhere; rough
drafts, note~ work papers, and other material being held 
for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 
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350 iillVEP0}~PERSOl~.E';:I,-.:~Cr:~gii~. to relationships v i t hRelates emp Loy ee s 
in the n reas- of di.-«, i.pLi.nc, adve rs.e pClS011~1el ac t Lon s , chan ge s to 
Lower grade and rednet:ion in force. 

350.1	 rt.\]_~1~=i (~g i:\] ,,1...~'TQr::~e pc-'-r-oll;1,s1 actiG11? 
wl. r ch , r>:c· to the i.r w::rkral nat u rc , canno t be filed r:·l~:;'.:.''';:H:rc 
in the 350 serIes. 

ALL OFFICES: Destroy aft('r 2 years. 

350.2	 C()!\.llJetjJ:.2ye LeveJ '3_, Logs, TPgiste':s, or other control 
documents maintained [or the purpose of do cumen t Lng
determinations as to specific competitive levels withill 
areas serviced by the civilian personnel office. 

PERso~,::,mLOFFICE: Destroy 1 y car after supe rse ss i.on or 
obsolescence. 

350.3	 RetE?ntion Registers. Retention registers or lists for each 
competitive level affec~ed by a reduction in force and lists 
reflecting information as to employees' retajned and those 
separated during the reduction in force. (J - 11) 

PERSONNEL OFFICE: Destroy after 2 years UNLESS an appeal
is pending. Destroy filps relating to an appeal 2 yedrs 
after settlement of the appeal. 

350.4	 Reduction In Force. Documents relating to reduction in 
force, EXCLUDING appeal case files - see 358, such as the 
Centralized Priority Referral System, Displaced Employee
Program, and similar records. 

ALL OFFICES: Destroy when superseded, obsolete, no longer
needed for reference, or after 2 years, whichever is 
earlier. 

350.5	 Reference Files. Files relating to the general field of 
adverse personnel actions consisting of extra copies of 
documents which duplicate the record copy filed elsewhere;
rough drafts, uo tes , work papers, and other material being
held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

358	 EMPLOYEE COHPLAINTS, GRIEVANCES, AND APPEALS. Relates to EEO 
complaints, grievances and appeals of DCAA employees. 

358.1	 General. Documents relating to complaints, grievances,
and appeals which, due to their general nature, cannot be 
filed elsewhere in the 358 series. 

ALL OFFICES: Destroy after 2 years. 
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3')8.2	 1~.S:9 ~~:~~!,~..:~~~i:}_t_s_. J ud.lv id ua L c:1ii)1~))T(I~\ e~1['2 f j J Q.::J en C0-;:il)1_3~!.1t·.; __ ..
un dc r t.nc Ftiunl Ti,n/l:;l\)'vl:t'2l1 t C;)pOrLU11""Lty rrO~1" .un , .i.nc.Lud Lng 
basI.c docun=u t s , re cords of hca r (;-'g::; or t:20ti.11g.s, ccpv of 
de ci.sLo.i rendered, and re l a ted co ri e s.ponde-n ce arid exh ib Lr s , 

HEAr~QfL\r:'IEP.:3:'I'ruus fc.r to F!:,C "\!hen case :i.~: cJo::'~t~u. Dcs troy 
10 y ea rs after tran-ifer . 

REGIO~'IS: Destroy 1 yeo r af t er case is closed. 

358.3 Gri§.-~aJ~_c..'.:-_f;_...<:'1}~(LhY.J:l.~;d~~.employee case f i.LcsIndiv Idua L 
relating to all grLevan ce s and app eal.s, and o i.h er emp Loy ee 
problems processed or r'evLewed , Inel udes basic documents,
re co rdc (If hearings or me e t Luzs , copy of decision rendered,
and related correspondence and exhDlits. 

PE~'<.S0NNELOFFICE: Re t.aLn .i::ile each separate casefOI ill 
current files area for 7 years after case i.s closed, then 
destroy. 

358.4	 Reference _Files. Files relating to the general field of 
employee complaints, grievances, and appeals consisting of 
extra copies of documents which dllplicate the record copy
filed elsewhere; rough drafts, notes, work papers, and other 
material being held for reference. 

ALL OFFICES: Destroy "hen superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

361	 ENPLOYEE BENEFITS. Relates to employee benefits such as health 
benefits, compensation for injury, severance pay, unemployment
compensation, retirement, and life insurance. 

361.1	 General. Documents relating to employee benefits which, 
due to their general nature, cannot be logically filed 
elsewhere in the 361 series. 

ALL OFFICES: Destroy after 2 years. 

361.2	 Benefit Files. Project files relating to employee henefits 
such as health benefits, compensation for injury, severance 
pay, unemployment compensation, retirement, and life 
insurance, EXCLUDING documents filed in Official Personnel 
Folders and individual accident case files - see 371 and 130. 

ALL OFFICES: Destroy when superseded, obsolete, no longer
needed for reference, or after 3 years, whichever is earlier. 
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361. 3	 Reference files. ~ileb relQli~~ to the gcner~l fielJ uf 
employ •.';'C-' b er.c f at s con s i st Ing or e x t i.a cop i es of docuucn t s 
wh i.ch (ltJpl Lca te the r~co~d cor-)' filed elscIJtJel"L;r ouvh 
draf ts , no t.es , For]: p<·'.::rs, and other J:ntc:r LaL be Jng held 
for l:cfc1"c'Tlce. 

.ALL OFFICES: Desr rov wheu SU1)(:'r~;ed.erl, orobc oLe t.c , no 
Lou ge r needed for r cle.rencc , \JhichevC'r is ear] Le r , 

371	 PERSO;';l';jZL OFf~RATlmT'3. Doc unicrt ts r eLa t lng to ind ividual emp l.oyce s 
of DCil.1\. 

371.1	 yeneral.. Documents relating to personnel op era tIon s wh Lch , 
due to their general nature, ca~not be logically filed 
e Lsevzh ere in the 371 series. 

ALL OFFICES: Destroy after 2 years. 

371.2	 B_~ervisort s Personnel Records. Records provIding curren t 
information relative to employees, positions, strength
authorizations, actions in process; copies of position
descriptions; files used by supervisors and office chiefs 
in considering employees sep3rated for military service for 
position change actions in absentia; requests for personnel
actions; and records pertinent to individual employees Hhich 
are duplicdted in, or not appropriate for, the Official 
Personnel Folder. 

ALL OFFICES: Rev Lew annually and destroy documents wh Lch
 
have been superseded or are no longer applicable, or destroy

1 year after transfer or separation of the employee,

wh i.chevc r is earlier.
 

371. 3	 Personnel Identification Hedia. Documents related to the 
system of authorization and issuance of non-security
identification media to permit entrance to an installation 
or activity and to identify the individual as an authorized 
representative of DCAA. Includes issuance, receipt, return,
and destruction of special credentials, auditor credentials, 
U.S. Govel~ment Identification Cards, EXCLUDING registers
in 371. 4. 

ISSUING OFFICE: Destroy 2 years after final disposition of 
identification media, except that receipts signed by in-
dividuals may be destroyed upon turn-in of credentials. 
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371. 5 

371. 6 

371.7 

371. 8 

371.9 

'is su Lur; Cf£.LC(~T:S !~lL(n·"in[, t o \ihUlll c:redc~'ijt.lal'; l1rp -i:::SllE-'rl"I 

date 01 lSSUC, date of relUITI, a~d dat~ of destrucl~on, 

ISSUING O1'71C[: P,<2IT.:'Jve i::,1 L-ri.dudJ. l"<~:(;S from reo:s':'stc:c: 
when [~nal disp05Jtion of all cred~qtials listed lll~reon 
has Lee!) made, hold 2 years, then destroy. 

Lo c at o r lZ·,:-:eords. Strips or cards majntaihed as a r~ady---- -------~--
re f ercuce to t lu- 01 gan Lz.ar i onu L segment: to wh i ch the 
employee. is assigued. 

PERSONNEL OPERATTONS O'FTICE: Destroy UPOll transfer or 
sep3ration of the employee. 

Per~unT}e]_-A~thorj za t Lon s , Copies of memo randums , Le rt ers , 
tables of autho rLzed ~treng,L.~l,and other documents wh t.ch 
reflect personnel spaces alJotted to various organizational
segments and which provide the Civilian Personnel Office 
w i.t h a basis for rna Ln t a Ln Lrig a specific number of position
identification strips on the personnel control file. 

PERSONNEL OPERATIONS OFFICE: Destroy upon supersession. 

Service Record File. Files providing a record of positions
and incumbents, a medium for controlling personnel strength,
and a device for follow-up actions due. TIley consist of 
SF 7D, Position Identification Strip, and SF 7, Service 
Record Card. r / -")...") 
PERSONNEL OPERATIONS OFFICE: Destroy SF 7D upon reclassifi-
cation or cancellation of the positions. The SF 7 will be 
withdrawn and placed in 371. 8 upon transfer or separation
of the employee. 

Inactive Service Records. Files providing a record of 
separated employees, including forwarding address and 
destination of Official Personnel Folder, and SF 7, Service 
Record Card. (1- 2-) 
PERSONNEL OPERATIONS OFFICE: Destroy 3 years after transfer 
or separation of employee. 

Departure Clearances. Documents created to show clearance 
procedures accomplished with respect to transferred or 
separated employees, and evaluation of turnover. They consist 
of activity clearance forms or check lists indicating the 
accomplishment of various types of administrative actions 
which are prerequisites to release of employees. 

PERSONNEL OPERATIONS OFFICE: Destroy after 2 years. 
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371.10	 ~:?~j~_;\('=--(~.9}~_r-(::(1~~e.':-L::..' FUe~o p ro: Jdi.ll~ ,1 rr r.o r d of. tile b:,s.i.c 

f o r j.Jr(lc{~'o:t'il1b J!2r:~(IIlT:<:J ;,('1:.1 ILI~~l[-IrFJ.ac t Lon s r c s u l t Iug 

f r ora	 jc~l) s urv e vs an d con s Ls t of fl'UUP ac t Lon r'c que s t li~:ot:-: 
or slmilar for~s. 

PE~SONNEL 0PERATIO~lS OFFlCE: Dc~~roy & years ~fLer 
su pe r s e s s Lon . 

371.11	 ChJ;yn.:.~).r)g,-i'~f~}Jou!0"lal. Copy of eocn Sf. SO,__	 HOLificar:.LClIl 
of Personael Actlon, for Ube as ~ource material for prepara-
tion of reports, for a ready reference device for review 
of dctions previously proc"fsed, and for. infonnation of esc 
and DCAA representat ives. (I-It/-) 

PERSONl'mL OPERATIONS OfFICE: De st roy after 2 years. 

371.12 AtJ:end_§.:T1ce Do cu.ue nt s co Lat.Lng to hours ofand~c8ve. dut y 
and leave adruinLstration. 

ALL OFFICES: Del:>troy\Vhen superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

371.13	 Official Personnel Folders. Individual o f f icial personnel
folders comprisi.ng the official record of each civilian 
employee of the Federal Government dur i.ng his or her tenure 
of service Hith the Government. NOTE: This file number is 
only for overall identification of the file series and shall 
not be placed on the folders themselves. (I-I) 

PERSON~EL OPEK\TIONS OFFICE: Upon transfer or separation of 
employee, effect disposition as prescribed in the Federal 
Personnel Manual. 

371.14	 Reference Files. Files relating to the general field of 
personnel operations consisting of extra copies of documents 
which duplicate the record copy filed elsewhere; rough
drafts, notes, work papers, and other material being held 
for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

381	 PROGRM1 PLANNING AND EVALUATION. Relates to planning and evaluation 
of the DCAA Personnel Nanagement Program. 

381.1	 General. Documents relating to program planning and evalua-
tion which, due to their general nature, cannot be logically
filed elsewhere in the 381 series. 

ALL OFFICES: Destroy after 2 years. 
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381.2
 

381. 3
 

381.4 

381.5 

381.6 

387 MILITARY 

387.1 

~~.~:J!~ln. J:.J-..~~T'! 1 ~~~_.~:..J:l_~_~.y·al.~.:.; r~~l.2. R,::J::9"t.""t..:~ Sl:lnru~~ry cl;ld cor:.-0 

~;oll_J,'1~-ed rt?l'G;:(:~i on the J-'~_Llnll;_ng :l/'id cva.l uat.Jo n of t.hc DCi.\\ 
PCl:s,_,n'H-'J HanclzemE:,ptPrc'gcll·l. 

PERSO~ZEL OFFICE: D2stroy ar~~r 10 years. 

OT;-IER OFFICLS; De.e t roy \·;hen no Lorigc r needed for. l.ef'2rel1ce. 

Civ i.l_l'.S'_~::,,·d.cr~CO!l~~liss ic:' ...._D:.::::.i!.:=:..C:t ions. Rc po r t s of ins p ec t Lon s 
and aud.i ts of c Iv.i.LLan perSOl1\121 adnriu Ls t rn t Lon con dac tcd 
by representatives of th~ esc. 

OFfICE lNSPECTED: Destroy afLer next cOD~arablc inspection,
EXCEPT that in~pection repo~Ls coutRinins job evaluation 
det eru.Jna t Lon s w ht ch have the effect of grade level s tundar os 
wf Ll., if still current. be filed under 306.2. 

DCAl~ Si.~!:,-!.£Y~of Civili.?n PelCsonn~ Actministration. Reports
of surveys of civil ian personnel adtm.n f st.r a t Lon conducted 
by representatives of DCAA. 

OFFICE SURVEYED AND SURVEY TEAM: Destroy upon completion of 
next comparable survey. 

Personnel Conferences. Documents relating to personnel
conferences attended by DCAA personnel or held by activities 
of DCM. 

ALL 'OFFICES: Destroy after 3 years. 

Reference Files. Files relating to the general field of 
program planning and evaluation consisting of extra copies
of documents which duplicate the record copy filed elsewhere; 
rough drafts, notes, work papers, and other material being
held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

PERSONNEL. 

General. Documents relating to military personnel which,
due to their general nature, cannot be filed else\Vhere in 
the 387 series. 

ALL OFFICES: Destroy after 2 years. 
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387.2 l~ ~~ }=~y'_.. -nuc t1"j,l(~ nt s r c 1.Jt il1 g t () C' .i.vi 1j -8.J.1 m-;l"'J.~)e 1 r:; () l~0~-1~~::
t11C> m.iLi tn r:/ r ec dy j (~S2r"','e. 

PEHSOtlNEL Ol,]<'ICE: D':'stroy.')yC~l1S a f t e r s up ei se ss Lon or 
o be.o Le.s ccr.cc • 

387.3 P'~ierC'n:~-'!::0 F'i Lers r e.la t.Lng ttl the gene ral Ld 0 re~~.. f z.e
mi.lLtary p c rsonuc l c on stn tLng of pztrd caries of do cuncn ts 
whicL duplicate the. record cory filrd elsewhere; r0ugh
drafts, notes, work papers, and o th er mater j a L being held 
for reference. 

ALL OFFICES: Destroy wh en cupe ree ded , obsolete, or no 
longer needed for reference, whLcheve r is earlier. 

388	 DCAA SAVINGS BONDS PROGRilH. Relates to the concepts, development,
admf.n i.st ra t Lon , and reports and an.rLyae s o f the DCf.I.l\-Hidep rog ram 
for the promotion uf the sale of U.S. Savings Bonds. 

388.1	 General. Documents reldting to the Savings Bonds Program
which, due to their general nature, cannot be logically
filed elsewhere in the 388 series. 

ALL OFFICES: Destroy after 2 years. 

388.2	 Savings Bonds Reports. Summary and consolidated reports of 
participation of employees in the DCAA Savings Bonds Program. 

ALL OFFICES: Destroy after 3 years. 

388.3	 Reference Files. Files relating to the general field of 
savings bonds consisting of extra copies of documents Hhich 
duplicate the record copy filed elsewhere; rough drafts, 
notes, work papers, and other material being held for 
reference. 

ALL OFFICES: Destroy "'hen superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

399	 HORALE, HELFARE, AND RECREATION. 

399.1	 Horale, Welfare, and Recreation. Documents relating to morale,
welfare, and recreation activities sponsored, monitored, 
or publicized by DCAA in the interest of employees. 

ALL OFFICES: Destroy ",hen superseded, obsolete, no longer
needed fcrreference, or after 2 years, whichever is earlier. 
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This pruna rv f unc t i.o.ra'l pE.rLc's reLa t cs to ove ralL ft nanc Lal LI:1:l~,;-~e-
mcn t of Cl·i'pru;-.J~iate-l Ztl1,r[,.:;, ill('llidin~~ }',lld:.;c:l: (LflO\ 1\l:co::nti11g (!1:?ll), 
1~aQPo'·;E.:T(iUO;, B11d P:·yru': J Lf.a i s on (,~!,O) • 

400.1	 .Gc:Dyral. Do ci.n.en t s rp.t!ltinG t c- financial l1lcln.:;,;sment wb icn , 
due to their geaerdl nature, cannot be logic211y Eil~d 
elsewhere: in the ljO()cer i.c s . (S-~3) 

ALL OFFICES: Destroy a.fter 2 yertrs. 

400.2	 Policies and PC0cedures. Do curueuts relat Lng to the c.:::'.'e1op-
men t , pre pn ra ti.on, Lssuauce , and i.rrt erpre ta.ti.on of eLirec, t Lve s 
or regul«t o ry Ln ct ruc t Loris on g~nC!ral f LnancI aL managcmen t 
matters, EXCLUDING these specifically on accounting, budgc t , 
au d manpowe r , including co pLes of in t.erLm pol i cy and p ro-: 
cedures statements issued prior to publication in official 
DCAA numbered policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy 2fter 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

400.3	 Reference Files. Files relating to the general field of 
financial management consisting of extra copies of documents 
vh Lch duplicate the record copy filed eLscwh cre ; rough 
drafts, notes, wo rk papers, and other mater LaL being held 
for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

410	 BUDGET. Relates to documents accumulated in the preparation,
presentation, review, and execution of the DCAA budget. 

410.1	 Bud~et Execution. Documents relating to the expense opera-
ting budget from OSD, operating budget authorizations for 
all components of DCAA, quarterly operating budget work 
papers, operating budget requests for current fiscal year
and estimates for following fiscal year, and related back-
ground data. 

ALL OFFICES: Destroy 5 years after FY involved. 
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410.3 

410.4 

410.5 

410.6 

Bt~~~'~~!~_.r:'I~:~m~ ~:~~i~~ 17 Do c uracn t [. rc 1..1 r;lllg 1,=:_~~_~'~~~~~~,~-.1~r..~::.::' t.o~-.i5-!!~
the I'o r muLur Lon , pres<:'ntdtJ_On, and rev.i.cw lry 11.i.6110:;:-
aut.ho r icy of tl'l<:. D~"i\/\ buc1f.....:t, Lur.Ludi.nr, pol ~_ci.es dD-:1 

pr,)( "dl'LI":'3. OSJI/lI\f'J b;,lGget eSj'i:L..'tt_e :';L.1)f.liss.i.Gn~:, vo i k Pd:)I2l";-', 

And 1).tL1~un tL.::r:.1; t·-L:Pf.:::'C:C.cn:.:..:J 11,.(:£2;:- (13.t~1 i.o OSD~ C..0')~.~..~:~j)~ ... ":'ur~A L 

hc ar ing s r-ackup Gc"-:.lD 7 inc L;..:r;j(}!3 Ilo use arid Senate t c c t r monv ; 
apport LOn;[;2Ilt s ubm Ls s Lon s to OS]) and related papers; Program
nudg0t cler;"i.siC'fls and r-e cLcmas , and r ela ted dOCUlDi2EtS.(S--J... ') 
HEADQUL\.lUSRS BUDGET OFFICE: PermanerLt. 

OTHETI. OFFICES: Destroy 5 years after FY involved. 

~:O\·,er_.J~.9..Uiren:'~!::.tsand Lit}) i z~ tio'},l~_':..i<?i:!.Do cu.nent s 

establ~s~ing currEnt and projected manpower requlrem2nts
for budseting purposes. 

HEADQUAl\TERS BUDGET 6FFICE: Permapep" ,-
OTHER OFFICES: Destroy 5 years after F)' involved. 

Recurring Reports and Information Requirements. Recurring
reports and one-time inform~tion requirements submitted 
to higher au tho rdt y or prepared for internal management 
purposes, such as expenditure forecast data, minor construc-
tion, obligations by state, man-year and costs, quarterly
financial management report, and similar reports. (S--S) 

ALL OFFICES: Destroy 5 years after FY involved. 

Cross-Service Support Agreements. Policy and procedures
relating to interservice, interagency, and cross-service 
agreements in support of DCAA; memorandums of understanding;
copies of agreements; and similar formal documentation 
covering acquisition or use of real property space; supply
management relationships; and procurement agreements between 
DCAA and the servicing activity. 

ALL OFFICES: Destroy 3 years after termination of 
agreement. 

Reimbursable Audits. DOCl~ents relating to the analysis
of the reimbursable audit program as it affects the DCAA 
budget, including non-DoD agencies, regional analyses,
billing and earning rates, and related work papers. 

ALL OFFICES: Destroy 5 years after FY involved. 
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410.7	 Budget Program Data. Documents relating to the Five Year 
Defense Program element list, program element summary data,
submissions, objective memorandums, related guidance and 
program change requests and decisions; and documents relating
to workload factors and output performance which affect the 
DCAA budget. 

HQ AND REGIONAL HQ: Destroy 5 years after FY involved. 

410.8	 General. Documents relating to budget matters which, due 
to their general nature, cannot be logically filed else-
where in the 410 series. (~_ 3) 
ALL OFFICES: Destroy after 2 years. 

410.9	 Reference Files. Files relating to the general field of 
budget consisting of extra copies of documents which 
duplicate the record copy filed elsewhere; rough drafts, 
notes, work papers, and other materlal being held for 
reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

420	 ACCOUNTING. Relates to the accounting for funds allocations,
allotments, obligations, expenditures, disbursement, reimbursement,
collections, and adjustments. DCAA fiscal accounting stations 
maintain only memorandum copies of GAO site audit records; the 
originals of these documents (such as statements of transactions 
and collection and disbursement schedules and vouchers) are maintained 
by the non-DCAA Accounting and Finance Offices which provide voucher 
preparation and/or examlnation, disbursing, and related reporting
services to DCAA activities. 

CUTOFF OF ACCOUNTINC RECORDS. All accounting records shall be cut 
off at the end of the fiscal year. 

RETIRE}lliNT TO FEDERAL RECORDS CENTERS. All Group 217 records shall 
be retained for 3 years, then retired to the Federal Records Center. 

SITE-AUDIT RECORDS. Series identified as Group 217 records are 
disposed of under GAO authority. Hhen preparing Standard Form 
135, an extra copy of the SF 135, marked "Copy for GAO, Hash, DC" 
shall be forwarded with the records to the Federal Records Center. 
This copy wlll be forwarded by the Center to GAO for records 
control purposes. 
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420.3 

420.4 

420.5 

the i t: [:/':'i ~-:\i.. .~:1 JlJ t.u re , r.anno t be Lu;~i c.: 11;.· i- L led c l s:- \'1iH": ...·e 
in the Il/.O seri,.'s. 

l ..Ll, OF:<!:CJ~S~ D2St:r'C]? ,r!n?I' ';·\1rt?"J~E'e(lcd, ('·l,[:I...,let<?, or 1:0 

Lon ge r "J':c.led f oi r,<'c.:-t"cl:C(;. 

D(lCl;!!k~llts 1:0 deve Lou-r c l.c t.Lng the: 
menl, vrcpacation, issuance, ~nd interpretation of cilIectives 
or regulatory Lnnt.ruc. t Lon s on accounting, Ln cLud Lr.g copies 
of Ln te rIrn po Li.cy and p rccedu ree s ta temen t s issued prior
to pub l.t cat Lon in o f f Lc La,l DCAA numbered po l.Lcy pub l:i cations. 

ISSUING OfFICE: Upon supe l:-·eSk ion or obsolescence, place
in inactive file. Destroy etter 10 years. 

Oii~R OFFICES: Destroy when supe tsede d or cancelled. 

AC,£ounti!l-,'L_Corr_espOT"l:..dence.Correspondence files maintained 
by operating unils responsible [or appropriations accounting,
lJerta,ining to their internal operations and administration. 
( 1-1 ) 
ALL OFFICES: Destroy after 2 yf'p.rs. 

Imprest runds. Documents accumulated by ili1prestfund 
cashiers "'hich reflect the receipt and accounting for 
imprcst funds. Included are copies of re imb ur semen t vouchers 
and receipts for funds entrusted to agent officer wh i.ch 
also reflect a cknowLedgmen t of return of funds and statement 
of balance. 

ALL OFFICES: Destroy after 2 years. 

Recurring Reports dnd Information Requir~ments. Recurring
reports and one-time information requirements submitted 
to higher authority or those prepared for internal management 
purposes, such as Report on Budget Status, Reimbursable 
Transactions, Obligations, Financial Transaction Summary,
Statement of Financial Condition, Analysis of Financial 
Operations, and similar reports. (7 - 4-) 
ALL OFFICES: Destroy after 4 years. 
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.'.;20.6	 T 
TncjU(10'~ ,-4!.1 rl:-:j"~lrts re].-tt_:Tlg to :_!l.S!)~]rSc~JCnr.: t r s :..:,::~~cLinn!-~ 

<'is rvpor:-:..:·d to a l Lc t tecs, Cl'~d. to F~, ry.:/,.!\, by Army , l'l~l\'Y, 
and Al r Fa rce f Lnaricc o f f i.cc s , 'flies.:' reports Lnc Lude s 

St a temcn t of 'I'r ar sac t f on s r![](1 forTl:~a~~~I(;tio::1s Deff'J1f"c 
Ager c .LE~:~. 

Destroy ofler 10 
YEalS. 3 months. 

421	 CP.tl.!.~}:::~!.....~:0.~:.Ql!.:~I.s.~EDGP,~':.~. ;lccnun'~s ledge,s, shcoGenerc<l ing deb, t 
and credit entries, and r ef.i cc t i.ng expe od i t.urca ill summary arid fund 
aut ho r Lz at.Lcn s , 

Fl!.!.1_sLJ~~~~.:-:!_L7::.:2.~ic2!:~fro.!.1'JDocuments rcla t Lrig to fundO~Q. 
authorizdtions reccJ.ved from the Office of the Secretary
of De ft-nse , (7- J--) 

HEADQl.fArr'lTRS, Destroy 10 years.DCAA: after 

421.2	 Gene.raLJoed.gers. Contains accounts necessary to reflect 
financial operations of fund authorizations. (1-)...J 

HEADQUARTERS, nCAA: Destroy after 10 years. 

422	 ALLOTHENT RECORDS. Records show i.ng status of allotments under 
each authorized appropriation. 

422.1	 Cash Disbursement Ledger. Book of original entry used to 
record all disbursements made against the allotment being
maintained. (7-3) 

HQ AND REGIONAL HQ: Destroy after 10 years. 

422.2	 Obligation Control Ledger. Book of original entry which places
under accounting control each document representing an obli-
gation against the allotment being maintained. (7-3) 

HQ AND REGIONAL HQ: Destroy after 10 years. 

422.3	 Allotment Horking Papers. The culmination of all financial 
activity which occurs during the fiscal year relating to 
the allotment. They consist of the Analysis of Undelivered 
Orders, the Analysis of Financial Transactions and the 
Cumulative Expenses By Expense Account/Object Class. (7-J) 

HQ AND REGIONAL HQ: Destroy after 10 years. 

422.4	 Fund Authorizations from HQ, DCAA. Operating Budget Authori-
zations which are the financial authorities issued by HQ, 
DCAA to its allot tees. (7- 3) 

HQ AND REGIONAL HQ: Destroy after 10 years. 
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bUI~-:~11d.:'n t vour~ilt:::r.: .. paid aga-Ll~st Lhr-.:. .'].1] l1LCi1:: n t . Tne i ~Ldl.-:s 

r he o	 r t.~)cuT.~c;n.t .. lic vouchc r ,i g u: ..L c!Jlj:;.JtjnZ _"}tt.-lcl1({~ LO t paid 
(l-W !')-:: 0) j ;irwls (If -:lJ 1 d i::,h1.'-;·'C'nent voucb c r s a rc tL":::; ["("red 
to L~l!c.:. R{'C('tc:'; Ccn t as Group 227 d by t:1CFCf:~rl.ll.	 e rs r e co r s 

se:c ..icLng ACCOUJ.1thi.g and :fj~ld~IC~- 0 [[l<.:~.) (7- 3 ) 

HQ fWD l\EGIOi~ALHQ: D~stroy after 10 
y ea r's • 

423	 P'2STIN_<,:~~l) CO~~£.Y.QJJl"lEnT!~. Re c o r ds l1Sf'c1 ciS po s t Lng arid ccn t ro I 
medLa , s ubsidiar y to the general and all otmcn t ledgers. 

423.1	 .6.scount s RecS'-1v:'0_~]..!:_}gl_1:~_.L.?_~Jl?5::L:i ~~..!"lL~'~~LC~D~-ctJ_~~ 
LetlS.£T.2"?.- '1'h2 Bill3 arid Col~42lt1GL1S JJEJg0YS a r e b ooks of 
ori gLna l enl ry into wh Lch all reil'lbursaLle bj .llf.ng and 
co] Lection vouchers arc posted; they are the sou rce of 
entries in the subsLdrary ledger wh Lch ma Lnt.aLns the accounts 
receivable by amot:nt, bill, and source, and include copies
of reimbursable billing statements. (7-';) 

l~L OFFICES: Destroy after 4 years. 

423.2 Accounts Receivable Collection Vouchers. Source documents 
for entries made in the collection ledger. (7- -t ) 

HEADQUARTERS, DCAA: Destroy after 4 years. 

423.3	 Qperating BucllietControl and Status Ledgers. These ledgers 
are maintained to record and control the individual items 
and the total of the Operating Budget received from OASD(C)
and subsequently issued to allottees. (7-,;L) 

HEADQUARTERS, DC&\: Destroy after 4 years. 

423.4	 Journal Vouchers (SF 1017G). Source of all entries made 
to the general ledger. (7 - L/. ) 

HEADQUARTERS, DCAA: GROUP 217 RECORDS. Destroy after 10 
years, 3 months. 

423.5	 f~ncelled Obligating Documents. Original obligating documents 
which have been posted to the obligation control ledger and 
subsequently cancelled in their entirety. [7- L/- ) 

HQ AND REGIONAL HEADQUARTERS: Destroy after 4 years. 
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430.3 

and spa ccs DCA ..in \. 

1;3() .1 

idO.2 

430.4 

g(~ne! nl n a..~R1Jl~:::, 

430 s e r Le s . 
CHnnot 1~·c.. Lo,:' c a l Ly fil~d e LSf'-:'J1-!':~re .i.:~1 i:t"':... 

ALL OFFICES: Destroy aiLer 2 ye<:1rs. 

PoJ_Lc-,-c~S__C1nd Pr(,,:::gdun:~s. Doc umen t s r eLa t Lng to the de ve Lop-
men t , p repa rafLon , Iseunuc.e , and Ln cerpre ca t i on of di.L'ecLives01 

rega]atory insI.:ructions on Dccountlng, including copies of 
Ln terrm po I Lcy and procedures sta temen t.s issued prLor to 
pub U cation in official DCi\!\numbered policy pub I Lcat Lous.. 

ISSUING 01~ICE: Upon supersession or obsolescence, place
ill inactive f ILc , Destroy after 10 y czrr s . 

OTHER OFFICES: Destroy when superseded or cancelled. 

Personnel Au tho ri zations. Documents regarding the allotment> 
increase, or decre<:1seof personnel spaces in DCAA ~ctlvities; 
manp owe r authorization vouchers, tables of authorization 
reflecting, by organizational element, the grade category
and number of civ Ll Lan personnel allotted to DCAA ac t iv i t i.e s , 
Includes dr<:1flsof proposed tables, justifications, coordi-
nating actions, published tables, and correspondence relating
thereto. 

HEADQUARTERS WillPOWER OFFICE: Destroy 20 years after FY 
involved. 

REGION!J., HEADQUARTERS: Destroy 10 years after FY involved. 

OTHER OFFICES: Destroy after 2 years. 

Personnel Control. Documents accumulated in connection with 
techniques for keeping personnel strength, workloads, and 
grade structure in balance, including wo rk measurement 
sheets, personnel yardsticks, charts of grades and ratings,
and personnel work l.oad reports, such as documen ts dealing
with grade escalation and average grade. 

ALL O}~ICES: Destroy after 3 years. 
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430. 7 

440	 PAYROLL 
non-DCAA 
service 

440.1 

440.2 

l~":~~'..:~~_2_~-=-~_~rt'.!!~.~3~_l~~~'I.!:=-.~.t:O'~~l'~I-='ilLS .r2~~:1rding t lie 1 C'PCI C~-.i.nr. 
of ti'.ltborL:c:c. .md nc t u.i l st:n~ng'_b elf c..hrLli,'l1 pc r acnr.r L -i.Ii 

DC,\I\	 ,'1e't I v ;_t Ic s , s t rcnt;tl: b)' occn.a cLor- ~:1 spe c.ru Lt.y Gild 

grdde, ;:1".] s Irnz La r s t n 117,th rr.t-or t s , 'i;1j;~t;1er r e cu r r Li.g 01" 
O1l2--t	 Li:[~'2 jj!i '-Jf'Tl[tlt.1 i.~...-: reC;·-':lTf2:::'2~;t.~-J" 

HElJ)Ql)!.F,Tf:RS, DClv\: Destroy af r e r 10 YCJTS. 

REGION::..L]-m:\iJQuAK'j'JQS: De s t r oy af t or 5 ~!E'21·S. 

OTHER OFFICES: Destroy after 2 Vi"rlLS	 • 

.~1_[!X~p~~:.S!!._~urv-:.0Y~. ac cumu.la t cd in conncc t Lou w Ltb Documents 
mClipm.,rer 811rvey s and s tuu Le s covo r.ing such s ubj e ct s as 
personne L aut hor Lza t Lcn s , mann i.ng levels) manpower' ana Lv sc s , 
wo rkLoad factors, and «me rgcu cy requirement s . 'IncLude s 
iaventory dnd appraisal reports, manpower survey reports
and schedules, and comparable data. 

ALL OFFICES: Destroy upon completlon of next comparable 
surveyor after 5 years, whichever is earlier. 

Reference Files. Files relating to the general field of 
manpower consisting of extra copies of documents which 
duplicate the record copy filed eLscwhe re ; rough draf ts, 
notes, work papers, and other material bejng held for 
reference. 

AIJL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

LIAISON. Documents relating to liaison be tween DCAA and 
offices providing payroll support to DCAA through cross-

agreements. 

General. Documents relating to payroll liaison Hhich, due 
to their general nature, cannot be logically filed eLsewh ere 
in the 440 series. (2 -2.') 

ALL OFFICES: Destroy Hhen superseded or obsolete, or after 
2 years, vhichever is earlier. 

Time	 and Attendance .B.~orts. Copies used in payroll prepara-
tion	 and processing that are retained by time and attendance 
clerks. (2.-3 b) 
ALL OFFICES: Destroy 6 months after end of pay period. 
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500 - INFOR}~TION SYSTEMS AND SERVICES
 

This primary functional series relates to a variety of information 
management systems, programs, and services, including public relations, 
management information systems, and records management programs. Included 
are: Public Affairs (501), Availability to the Public and Control of 
"For Official Use Only" Information (502), Files Maintenance and Dispo-
sition (510), Teleconnnunications (520), Office Hachines (530), Publications 
(540), Periodicals (541), Printing (545), Audio-Visual Aids (550), Forms 
(560), Reports (565), Correspondence (570), Mail (575), and ADP Manage-
ment and Services (590). 

501	 PUBLIC AFFAIRS. Relates to programs and functions involving re1atlon-
ships betHeen DCAA and the public, such as community relations,
civilian ceremonies, participation in charity programs, blood donor 
programs, official speeches, articles, press releases, etc. 

501.1	 General. Documents relating to public affairs matters wh Lch , 
due to their general nature, cannot be logically filed 
eLsewher e in the 501 series. 

ALL OFFICES: Destroy after 2 years. 

501.2	 Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on public affairs matters, including
copies of interim policy and procedures statements issued 
prior to publication in official DCAA numbered policy
publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy Hhen superseded or cancelled. 

,0 

501.3 Press Releases. Documents prepared specifically for release 
to neHS media, such as press releases, press conference 
transcripts, fact sheets, official speeches, graphic progress
presentations, and similar material. 

ALL OFFICES: Permanent. 

501.4	 Pub LLshed Articles. Published or processed articles 
prepared by DCAA personnel for publication in professional
journals and similar media, including approval and clearance 
documents. (11.1-') 
FILE	 }~INTAINED BY EXECUTIVE OFFICE: Permanent. 

OTHER OFFICES: Destroy after 3 years. 
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501.5	 Speeches. Official speeches by DCAA personnel, including 
papers relating to requests, approvals, and clearances, and 
similar documents concerning platform appearances by DCAA 
personnel before Government groups, professional societies, 
educational institutions, and similar groups.(,~ -I) 
FILES MAINTAINED BY EXECUTIVE OFFICE: Permanent. 

OTHER OFFICES: Destroy after 3 years. 

501.6	 Community Relations. Documents relating to measures taken 
to promote good relations between DCAA activities and local 
communities. 

ALL OFFICES: Destroy after 3 years. 

501.7	 Public Ceremonies. Documents relating to participation in 
public ceremonies and affairs, such as parades, public
displays, fairs, celebrations, and observances of local and 
national holidays and comparable events. 

ALL OFFICES: Destroy after 3 years. 

501.8	 Charitable Programs. Documents relating to DCAA participation
in campaigns and drives of charitable organizations. 

ALL OFFICES: Destroy after 3 years. 

501.9	 Blood Donor Program. Documents relating to DCAA participation
in blood donor programs. 

ALL OFFICES: Destroy after 3 years. 

501.10	 Non-Government Briefings. Documents accumulated in the 
process of providing briefings of the mission and functions 
of DCAA to private organizations and individuals, including
representatives of foreign governments. 

ALL OFFICES: Destroy after 3 years. 

501.11	 Recurring Reports and Information Requirements. Recurring
reports and one-time information requirements relating to 
public affairs programs. 

ALL OFFICES: Destroy after 3 years. 
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501.12 B-~:!~~~(-:~l_!-:_~~_i_~~~. Lnc, to tb_t~ gcr!.L:r~l field cd=l~-Il(:::." rc i ar 
[,lll) lie r.;~-!~'::':'-i's(onc,j.c;::.i.H;-!, o f (:"':1: _:. copies of clO(:UTi\CEU-: \<;iJic', 
dup I Lcn c c r he rr-c o r d coj.v [11(-<1 l~13e\vlt2l'c'; r o.igh draf:_:::, 
110l __zs , \070r1: l'J~-!cJ::".s, (:U1C. otlll~r 1Jl~lLcj::--jAl bf";-l11~j 11t~lrl f o ; 
r ef cr 8!;'(: 1.._ .. 

ALL OFFICES: Destroy '.-~'Cl1 Sll[J0::-s2ded, Ob_'3(Il!~tC', or no l or.g c r 
needed f o r r cf crcncc , Ivtll-c},eVf'J 1.,3 ear Li.e r , 

502	 l\VAIJJA;:lbl-T'I_ 10_211r~1'1':::Ll:_L QC.12~i:6... n~£i)2--,~L~.I0NAND C2j_C~_(llJ J-C 
~_FOR O.f'l<'ICI:dJ USL O-,rLY~H}::9];~Y~T!Q.~~.1\.e1 a t.e s to the p r o t cc t tou and 
control. of nou+c La ssi f i.ed hlformation excnp t.ed from public dLscLo au r« 
and dOCUJ12uLs created in specific Ln s t aric cs of f ur n ish Lug or de ny ing 
co p.ies of specific records to the p i.b I Lc , 

502.1	 Gener~l. Documents rc.i.at to availability ofing DC/,A 
Ln Eo rm a t i.on to the p ul.Lil.. au d c cn t.r oI of FOUO Luf orma t Lon 
wllich, due to their general nature, cannot be logically
filed eLscwhcr e Ln the 502 series. 

AJJL OFFICES: Destroy a f t e r 2 years. 

502.2	 Policies and Procedures. Documents relatinr; to the develop-
ment, preparatjon, issuance, and interpretation of directives 
or regulatory instructions on availability to the public of 
DCAA information and control of FOUO informaUon, including
copies of 1nterim policy and procedures statements issued prior
to publication in official DCAA numbered policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place in 
inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

502.3	 User Char&es. Documents relating to the determination of 
fees and user charges for requests from the public for 
information. NOTE: Policies and Procedures regarding User 
Charges should be filed in 502.2; reports of collections 
of User Charges, in 502.7. 

ALL OFFICES: Destroy after 3 years. 

502.4	 Requests Al Lowcd , Documents created in the process of re-
sponding to requests for which the information is provided,
including a copy of the request and the reply, as well as 
other pertinent backup material. 

ALL OFFICES: Destroy after 4 years. 
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'::;02.5	 B~::!Et~~:!:r--:__~)i~~~~!}' Cl:'CQ d~(l in the p roc e s.s DuciJ:1,o.:.t"	 n[: 
r ct ...pol~c1Lng t.o .m.i t t a l rcqL.'~·E-t.:s for \Jr:.-Ich t.h e In[c:d"lfl;:t."CL011 

is clen r c-d , Ln cLud LIt;:: C: l'OP)' 0:L the r equ es t; and the r co l y , 
as \h~ll	 as all o ch o r p e r t, Lnei11- TtJ'1tc1-':'8.1 f.:i~lPLJOl~L·iilt: tht:' 
dec i.sIon to dcr.y th ('iniu;Yl:ltIon. 

ALL OfFICES: Destroy after 10 years. 

502.6	 ApE~a~:~_t_o_t=-l~e pin:cto:c, DCA!~_" All do cumcn ts created i11 t'ne 
process of r~spondLng to Jd~lnistrative appeals to the 
Director, DCAA, for the Te]~RSG of jnform~tion i~itlally
dpnied, includJng a copy of the letter from the appellant,
all pert inent background Informa tion, and a copy of the 
Director's dAcision. 

OFFICE OF COUNSEL, DCM: Destroy after 10 years. 

502.7	 RecurriE.g Reports and Information Requ i renen ts , Recurring
reporls and one-time an format Lon requirements relating to the 
program of providing DCAA information to the public and 
controlling FOUO infonnat:ion. 

ALL OFFICES: Destroy after 3 years. 

502.8	 Reference Files. Files relating to the general field of 
availability of information and control of FOUO Ln forma t Lon 
consisting of extra copies of documents which duplicate the 
record copy filed elsewhere; rough drafts, no tes, wo rk papers,
and other material being held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

510	 FILES HAINTENANCE AND DISPOSITION. Documents relating to the program
for economical and efficient management of files, files systems and 
procedures, files equipment and supplies, and files disposition. 

510.1	 General. Documents relating to files maintenance and 
disposition which, due to their general nature, cannot be 
logically filed elsewhere in the 510 series. 

ALL OFFICES: Destroy after 2 years. 
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510.2 

1., . 

510.3 

510.4 

510.5 

510.6 

-Jf11:::-!;1t, Pl~''''~'·J1,-1t:.lr'n) "L[':-t!.~~n(:t.:..) a n ... lr:L\rn);:!~,~!.ut (,;- ~~II-~'(:'-':_!.\'":S 

()r reg u ~n L' ) C VI) 1 ~ t r 11 c. t; jJ....n,J on ~-L L'" IG.:J. L fi L (-', '.: - t':':' ;~ I; .:~ (1 J e- 1 I,."'J-

S i.t i.o ..r , in::.luding c\)n_~~(>s of +n t.o r i'~ ;'o!.. L-._] ':'! ;)r~-,c(.'rj,J--/.-'3 
s t.a t.e.me.t c s j~~su(;d r1-i~~L~:-.0 Pi:I,! L:..' i : ir n .i r ,,~ - ,_cji"J.2 rJ, ......v.. 
nu.nbe r e.: p",J ic y publlc.,::I_:i.l'j1·~. 

ISSUll'IGOI'FleE: UpOlJ SUp(lCS(l::'~lJ~J! or (.'~;s('I{·:-:;( -.uc e, r1("2.c.r.:,in 
r.nac t. ive f iJ C'. Destroy a:[~cr lC Y:::~:~-:". 

orHER OFFICES: Destroy when SUt'_, snled c-'tncelleJ.(11: 

E,cC'.or.~s __ _~.E.E.~C!\lcll. Recorc':",_",·l'.itl_ngtoC~ltr-<2J- ~~be_~~!..les
obtaining app rova I for d i.spo sa 1. LIt TO",'ol"'(l-; I rC'11 the G2::lCC..-"..l. 
Accounting Offic.e and the N8ti0D<-1L 2..:,dArr::hi,.,,:,.sRe cord: 
Se rv Lce of the General Services Admz.nLs trn ti on . (/'- 3) 
kECORDS ADllINISTKATOR, DCAA: Upon sup er se osLou or obsolescence,
place in inactive file. Permclnent. 

OTHER OFFICES: Destroy wl~n superseded or c2ncelled. 

Records Transfer and Retirement C:_~I'l:!:2:..'?1.. Documents ref Loc.tLng 
the transfer of records to another agency or the retir~nent 
of records to a Federal Records Center, such as Records 
Transmittal and Recejpt Forms, shipping lists, approval::;
for destruction or retention of exceptional records, dnd 
similar documents. 

ALL OFFICES: Place in inactive file when all records listed 
thereon have been destroyed, hold in current or inactive 
files for 3 years, then destroy. 

Files Equipment and Suppli€.s. Documents relaLing to the 
utilization of fiJes equipment, the evaluation, selection,
and requirements for specialized equipment and supplies. 

ALL OFFICES: Destroy after 3 years. 

Recurring Reports and Information Requirements. RecurrIng
reports and one-time information requirements relating to 
files maintenance and disposition, such as the annual 
summary of records holdings, reports of cleanout campaigns,
and reports of vital records holdings. (,I, _(, ) 

ALL OFFICES: Destroy after 3 years. 
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fl.!t"3 i~,._.l7'L1..:;- .t~;J.:{~;~ fji::.1 (:-·_c}J().':~it":.'j:J ~~011,.:j:·:L~::~~'J ..t.(,:, ;..)! :.....: :~':'" 

of Cl{)Cd'~!(;P:: s vrhLcl: d·l!?·t].~-,~..,t.f! l:r'c l:r.~::():-{J CO,-<' .; J ! :~\l !_'J- _',,' 

\-;hC=t'e; ]:o\1~~1-1dr af t c , uc t vs , \,,(""1'-1... JJ:'PL;.r":J~ .uu, (.·~-l~;lr L:<:~t .. }.;. 

bej ng h(!~~..~ ~CJ'" ':2f€.\~Li·i'_C ~ 

t '. I' ::.~~ALL OFFICe::': ue st rr-y u:w'l supcrc~'.:L1t;d) Ob~:'"12l:i.;, ~):r EC· -- ~. (,;>	 .. 

ncedcd fur ix.f'er aucc , dd c.:h",VE-i ir; earl i.E.L". 

520	 1'ELECOi~~q!l~Ic.\.'r~ON~". Recor d s r eLaz Lug to (110 m:iLi.<.c:t -) on oi t"L'.i ," -" 

con.mur.Lca t Lons sys t.emc , 

520.1	 G"?~~rC1l. Docuneut s reLa t ing to r el.e cotnuun i cat t.ons \·,In ...:,, 
due to their general n~ture. cannot be lo&i~~]ly [il~d 
e Ls ewhere in the 520 series. (Il- 'J,,) 

ALL OFF1CCS: Destroy af t or 2 Y20TS. 

520.2 PolIc and Procedures. Do 'm t s relating to t he. d.rve I op+ f.cs	 cu,u 

ment, preparation, issudnce, and interpretation of dly~cL1v2s 
or regulatory instructions on teLec ommunLca t ions rnat rers > 

including copies of interim poli.cy arid procedures st a t en.e nt s 
issued prior to publication in official DC!\1\nun.Le red policy 
publications. 

ISSUING OFFICE: Upon supersession or obsolesc~nce, place 
in inactive file. Destroy after 10 years. 

OTIIER OFFICES: Destroy when superseded or cancelled. 

520.3	 Teletype and Teletype~rriter. Documents reflecting evaluation, 
leasing, usage, controls, report3 and procedures relative 
to teletype and t e.let ypewr Lt er services. 

ALL OFFICES: Destroy Vlhen superseded, obsolete, no longer
needed for reference, or after 2 years, as appropriate. 

520.4	 Telephones an~ Interpho_~es. Documents relating to location, 
usage, installation, and service for telephones and inter-
phones. 

ALL OFFICES: Destroy when superseded, obsolete, or after 
1 year, as appropriate. 

520.5	 Telephone Toll Call Records. Documents relating to authorized, 
official toll and long distance telephone calls, including 
reports of such usage. 

ALL OFFICES: Destroy after 3 months or upon completion of 
any required action, whichever is later. 
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'320.6 })J_~:~~~:~~~-.}_-'::_(?''';_-.:~l~_~!~~~_:-.:~_~_~~~~~'I~el;..:~{":-.; ::l" (lCI.~ !,,-~r r'~:_c~ 1;.':--'" ~'l 

re c.o rd al..~:=';_l~)l'l,,=lfi~ C:L l!lcS.J:.:'.~? nl~J:1~C1'~ Cr l c :~''''~f~:l.:lL~ .; ....-;:~\_-;. "' 

520.7 r\ei.:~:!~~~i..D_~~l~C~SS	 __ I:-:_[1.:':":!:!-'C7j"~J~.~e ;~C:·(urr i. r :_~ __	 ~~_~~~(;~~~_~Cj-J 

r cpo+t s	 .iud ou e+t.Lrnc irl£or.-;;--~;_ltj:J[l rf-'ll.l r r emen r s re-L(1.1 L11~ ~ f)¥ 

t eLcc omtum Lca t ions. 

ALL OFFICES: Destroy after J years. 

520.8	 He£c.!:"~.!'ce Ill~~. files relating tr. the general field of 
t eLec ommun Lca t Lor.s cons Ls t ing of extra copies (If doc umen t.s. 
which duplicJte the record copy fjlcd clsowhe~e; rough
dr-a f i.s, notes, wor k papers, and other ma rer Ja L being
held for ref ercnc e . 

ALL OFF ICES: Destroy when superseded, obsolete, or no Long c r 
needed for reference. whichever is earlier. 

530	 OFFICE MACHINES. Relates to the study of office machines and wo rd 
processing systems, EXCLUDING Automated Data Processing, the seler-rLon 
and adoption of those best suited to DCAA operations, usage and 
controls. 

530.1	 General. Documents relating to office machines wh Lch , due 
to their general nature, cannot be logically filed eLscwhcr e 
in th2 530 series. 

ALL OFFICES: Destroy after 2 years. 

530.2	 Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on office machines, including
copies of interim policy and procedures statements issued 
prior to publication in official DCAA numbered policy
publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

5-B-5-7
 



,..' ..."1 4 .,. 

\' ,', \ .)li.' J 

530.3	 nrric.(:! }rt-"1_1l;'t~',-· J~\J,11tl;-'i_,1 ~ '~-I:::'~ :J. -.)~ J':~._~ 

the ovn Lu r ' Ion o ; SP(~:j~lC i_-..-.:_TI~ C.'I :)~-l~Lc, __ ..l~':\~~~n.:( ;11',! 

111.~lcl!.lrt{~~~ ;=-nt 1;'02 j:'J IJaCl"2 f,'!lLrlJ dI"' 1 j :·;'i.:j_CI('~', __'!~lt~(:Jr::~~ 
co r r es pon donr-e r':;f:;~\[(i '.i-I,G" "( •. "f\. jew' a..ll:l ("\·;'111~.' 1':!l o f tLt:.' Ltv"":;" 

requests f ..;~. u.Pj)f"0V il or 1.!w~: o r ~1'::.. '::-~,Li.j1 . L n.,,~ (·1,· ~.:~J..... .......
d 0(' l1!1'Cnt s • 

530.4	 ]{~E~~2:rlg __]~O~_ts 3.L1d ly~':I=-'-~~tj(J"j: _~::.~c~re_~~_-~l+_~. Rcc ur r i r.g 
r cpo r L!3 and one+ t irae } 11to rl·!,::it lOl'l L l."(i U 1.1 (~I!le:l t: .~., ;"t,I::-.' t In t.; to 
offLce machines. 

ALL OFFICES: Dest roy after 3 ye ar.s . 

530.5	 Ref e r enc.e 1:'11eb. F'i.Le s r e l.a r in:",; to the gene r.i l i" LcI d of 
off Lc e mach m es consist l-Cl~ CI~ exr,i c. copies of c.o cutrcr. LS \.,lll(;]( 

duplicate the record copy f il.cd elsev here ; rC;tJ?,ll dr.rft s , no tcs, 
workpapers, and other Daterial being held for reference. 

ALL OFFICES: Destroy when superseded> ob soLe te , or no 
longer needed for reference~ whichever is earlier. 

540 PUBLICATIONS. Rela tes to the management dUU adrn.Ln ofLs t ra t Lon the. 
DCAA Publications System. 

540.1	 Gene.ral. Documents rel.ar ing to pubLt cations management; and 
administration wh i.ch, due to their general nature, cannot be 
logically filed elsewhe re in the 540 series. (/3- Z) 

ALL OFFICES: Destroy after 2 years. 

540.2	 Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on publications, including copies
of interim policy and procedures statements issued prior to 
publication in official DClli\numbered policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 
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540.3
 

I.B
 

540.4 

540.5 

540.6 

540.7 

Official Publications Record Set. A record copy of 
each numbered regulation, manual, instruction, pamphlet, and 
handbook, and a copy of each change thereto, authenticated 
at Headquarters, DCAA or Regional Headquarters. Included 
in the file will be background papers relating to the 
publication that provide a basis for the issuance and documents 
reflecting all coordination. EXCLUDED are such papers re-
tained by the proponent of the publication under the Policies 
and Procedures series for each subftU1ction.(13-1)(ItI-I)(/{g-I) 

PUBLICATIONS CONTROL OFFICERS: Cut off file at end of fiscal 
year. Retain in current or inactive files for 2 years. 
Retire to Federal Records Center. 

HEADQUARTERS, DCAA: Permanent. 

REGIONAL HEADQUARTERS: Destroy after 20 years. 

Publications Coordination Files. Documents retained by
offices showing concurrences, nonconcurrences, and other 
pertinent comments relating to proposed publications fo~ 
which another office has primary responsibility as the issuing
office. Issuing Offices will use the Policy and Procedures 
series for the related subfunction. 

ALL OFFICES: Destroy after I year. 

Recurring Reports and Information Requirements. Recurring
reports and one-time information requirements relating to 
publicat ions. 

ALL OFFICES: Destroy after 3 years. 

Implementation of DoD Issuances (HQ, DCAA, ONLY). Documents 
reflecting the complete history of all actions taken by
DCAA in the implementation or non-implementation of DoD 
Directives/Instructions, such as coordination actions on 
proposed issuances; comments on proposed issuances; published
issuances and changes thereto; and all communications con-
cerning implementation or non-implementation by DCAA. 

PUBLICATIONS CO~TROL OFFICpR: Retain Ln de f LnLte.Ly in current 
files area/ LUr /:'t?/ r/~~ ./-v- rA"'~.. 
Reference Files. Files relating to the general field of 
directives publications consisting of extra copies of documents 
which duplicate the record copy filed elsewhere; rough drafts, 
notes, work papers, and other material being held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no longer
needed for reference, whichever is earlier. 
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p c r i o d ic nLv . 

std.. 1	 DOC1;;I~n.::-S rl!}2~-jl1c..~ tL"" pcri.\'c:i~ ~11.~, ill[ln(-t .. I l'.r ,.it-;-; ~1 

541. 2	 Poll cl-:s ene', Pr oc cdirrc.s . DULu:r.ents reL.t jng to r:~,c r'(;\,cl"'l:'-
mont, p rcj.a ~'nd .i.n of: d irec cLvu-'ra t Lon , issuance, t erp re ta ci ou 
OJ~ re::;lll:ctoTY p c.r a ls , j nc.Lud tnv co p.iC3III st ruc t.Lcrrs0:, Lod.i.c
of Ln tr-rtn, policy .rnd p ro cedur es s ta tornenrs issued p r co r IO 

publication in official DC/v, numbe red pol tr.y publ ic» r iori-: , 

ISSU1N~ OFFICE: Upon supersession or obnolescencc. p!aco 
in Lnact i.vo f ILc . Destroy after 10 years < 

OTHER OFFICES: Destroy vrhen superseded or cancelled. 

541.3	 Periodicals Rec"r~ S"'~t_.A record copy of ca ch Lss ue of ea ch 
periodical issued by Headquarters, DC,\A, or a Re g iona.L 
Headquarters. (14-1) (It.-f) 

HEADQUARTERS, DCAA: Permanent. 

REGIOl~AL HEADQlJARTERS: Destroy after 20 years. 

541.4	 Periodi cal Ba ckg roun d Haterial. Items submitted for publishing
in the periodical. 

ISSUING	 OFFICE: Destroy after 3 years. 

SUBHITTING OFFICES: Destroy after 1 year. 

541.5	 Recurring Reports and Information Requirements. Recurring
reports and one-time information requirements relating to 
periodicals, including review and approval forms. 

ALL OFFICES: Destroy after 3 years. 

541.6	 Reference Files. Files relatinz to the general field of 
periodicals consisting of extra copies of documents which 
duplicate the record copy elsewhere; rough drafts, notes,
work papers, and other material being held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no longer
needed for reference, whichever is earlier. 
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545.3 

545.4 

545.5 

\\"'lJi.ch , d:![~ to rh~j r [~C':1~}M=l~~ 11..i.ur e , c-mno t; b e 1(,~;~ ;~~L~;"'.7 f J I :.rI 

els(!\JhE) (~ LIt th0 ::'ilj St21~lL... ( 13 -» ) 
ALL OFFIC)~S: Dc~~c.r.oya Lt.er :2. years. 

I'olic_~!?-2.2n_rL.?.T,}(.cd..\-llC'~~.Documcn t u r eLs r Lng t.o t l.e devc lc.p 
ment; , p i cpa rat Lon , Lss.uan c.e, and r.n ce.rpre t.e t i on (J~ c1:(n.'c..ti\'Ec; 

or regulatory Lnstruc t f ons on printing and d lsr rLbur r.orv, 
including cop i es of Ln t.er Lm policy and procedure's s ta temen t.s 
Ls sue.d prior to publ ica tion i.,-, of f Lcial DCAA numbe red po I 1_Cj 

puhlications. 

ISSUING OFFICE: Upon SUjJL'1"S",,,sjon or ob soLe scen ce , place 
in Lna ct.Lve file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

Hanuscripts and Art Hork. Documents returned by the printer
such as manuscripts, copies of publications and p rin ter IS 

galley proofs, photographs, drml7ings, maps, charts, and other 
art work prepared for illustrations in publicatIons. 

PRINTING AND DISTRTBUTION CONTROL OFFICE: Destroy upon
p r Ln t.Lng and distribution of the publication, EXCEPT that 
those documents which wou ld have continuing value for use 
in later revisions, related publications, or reuse in the 
event of reprinting will be destroyed when obsolete. 

Accountable Publications Receipt and Issue Record~. Receipt
cards or other forms showlng the receipt or issuance of 
accountable publications, e.g., Defense Contract Audit Hanual,
which are subject to special control. 

CONTROL OFFICE: Retain in current files and destroy when 
the related accountable publication is destroyed. 

Accolmtable Forms Receipt and Issue Records. Receipt cards 
or other blank forms showing the receipt or issuance of blank 
accountable forms which are subject to special control by 
reason of monetary value of the form, such as transportation
requests and transportation request identification cards. 

CONTROL OFFICE: Retain in current files for 2 years, then 
destroy. 
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fr(}n'''-~l (~-~\-l~:'O:~:l-::-i~_:- ~Cl~- \- f p·..tL11eJt.:= ;J:::1~, ~ ! t ,-~: ~ r u :~Ii-'
Z-LS~=-iLh-;-.:X
.ru d ~C'rjl)d:i(""'ll~J btl,e..,ed on ll\d~_cotr::d !-(:q~~-~I~\._iU2Id:~~ c r 'lL~-···I.!l:_'~ . .. . 
r(:qu..:....~::..LL	 ~Ol.r..J_Jlg. 

I)lST1~1~~u:-'IO_~ OlYflCE: D~~...=t r ov \Jl~er!. !:.Upl.~1::.<?~eu Dr [)~)~_I .. I ~:I.(~s 

exc.cpt t ha t do c umen t c r cqu cs t lILe chauge s f'lrly l.« (J(:"._~Lr~-_ ~~-..::(! 

upo con.p l.e c of: to the cur+o o	 Li sn ron posting	 t JlstTilJuL·OG t in.; 

545.7	 Pub Lt ca t Ions and BJank Fo rrns Stock Rr:C()Tr1~'. Cou tr ol r ccor-ds-------._--	 .-------- --
rna Ln taJncd to cr.s ure ma m teuanc.e of s t ock.s on h and tv mec i, 

req ui r<~nlQnts • 

DISTRIBUTICl~i OFFICE: Destrcy af ter card or listing r.s 

filled, or upon supersession, rec t s Lou , or obsolesceuc e of 
items i.Ildicatedthereon, wha.chever is eu rLi.er , 

545.8	 Publica_tion~~ Forms Supp~F1J:.es. Requisitions,Bl.:l.1lk
requests, shippinf, orders, transfer requests, and related 
documents accumulated from the process of requisitioniHg
publications and blank forms from the source of supp ly or 
the filling of requisitions from stocks on hand. 

ALL OFFICES: Destroy after requisition is filled. 

545.9	 Printing and Duplicdting Requisitions. Work orders, cost 
reco~ds, and requisitions for printing services and uuplica-
t Ln g wo rk outside DCAA offices. (13 -i) 

CONTROL	 OFFICES: Destroy after 2 years. 

OTHER OFFICES: Destroy when wo rk is completed. 

545.10	 Recurring Reports and Infonnat}on Requirements. Recurring
reports and one-time information requirements relating to 
printing and distribution. 

ALL OFFICES: Destroy after 3 years. 

545.11	 Reference Files. Files relating to the general field of 
printing and distribution consisting of extra copies of 
documents wh Lch duplicate the record copy filed elsewhere;
rough drafts, notes, work papers, and other material being
held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no longer
needed for reference, whichever is earlier. 
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550.1. 

550.3 

550.4 

550.5 

550.6 

C~'lt"-~!...C ~:~~~-L-·'[\!.'~~ej,~~ ~:'~i_E:·-::, C-.~i,_,···t b .. 
\Tj;c ~_SL .... C1 C "1:l t112 5.5 (,1 ::-.;e .:.:.ir-~~a 

ricn t , pr eprrr at i.or-, ~_S;":-1..:.~n1CC·,{~:;,1 5...-,t:~ :'l'~,~·_~~t_~;_nn OF d Lrec~i'.-e[' 
or re gu Lc t o i y Lns t ruc.t i ons 01°t ~:u(l':C:-\Ti:Jt'-:'~!_ a i.d s , l nc Lud Ln g 
copies of interim peliey and r "Of (,(1U1:"8::" ~,tc,Lemej-;-CS Ls sue d 
prior to p ubLi.cation in of f rc -i <.1 DG,".A~11.iI":~(; red poI icy-
public-alions. 

ISSUlNG OFFICE: Upon supe rsess .lc.;-! or C>:j,~C 1 ,-,scenC.e,p l.ar;e 
in inact~ve file. Destroy aft~r 10 ye~rs. 

OTHER OFFlCES: De[3troy when surerseded Clr cancl:lled. 

Audio-Visual Aids CRse Files. Records relating to specifica-
tions, requisitions, and relat.ed .nat cr i c.I for graphics, art 
wo rk , visual aids, au d similar teclmiC':-IJmaterial. 

ALL OFFICES: Destroy after 3 years. 

Recurring Reports and Information Requirements. Recurring
reports and one-time Lnf orrnat i on rcqu i.reier.ut s relating to 
audio-visual aids. 

ALL OFFICES: Destroy after 3 years. 

Technical Haterial Ref~rence. Extra copies of motion 
pictures, sound recordings, still photographs, ID3PS, and 
similar materials maintained for reference purposes. 

ALL OFFICES: Destroy when superseded, obsolete, or no longer
needed for reference, EXCEPT thAt accountable reusable 
material will be returned to the source of supply. 

Reference Files. FLIes relating to the general field of 
audio-visual aids consisting of extra copies of documents 
which duplicate the record copy filed else~lere; rough
drafts, notes, work papers, and other material being held 
for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no longer
needed for reference, whichever is earlier. 
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560 FORMS. Documents relating to forms management for controlling
use, standardization, construction, number, and distribution. 

560.1 

560.2 

560.3 

560.4 

560.5 

General. Documents relating to forms which, due to 
their general nature, cannot be logically filed elsewhere 
in the 560 series. 

ALL OFFICES: Destroy after 2 years. 

Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on forms, including copies of 
interim policy and procedures statements issued prior to 
publication in official DCAA numbered policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 

Recurring Reports and Information Requirements. Recurring
reports and one-time information requirements relating to 
forms management. 

ALL OFFICES: Destroy after 3 years. 

Forms Management Case Files. Documents accumulated in 
offices having authority to approve forms, control during
existence, and revision or recision of a specific form. 
Included are requests for approval of forms, justification, 
coordination papers, instructions 70verning use, and a 
copy of each edition of the form. ( 1& _ ¥ ) 

FORMS CONTROL OFFICERS: Transfer to inactive file when 
superseded or cancelled. 

HEADQUARTERS, DCAA: Permanent. 

REGIONAL HEADQUARTERS: Destroy after 20 years. 

Non-DCAA Forms Case Files. Documents accumulated regarding
forms used within DCAA but approved and issued by other 
agencies. Included are copies of forms, instructions 
governing use, and coordination papers. 

FORMS CONTROL OFFICERS: Destroy when form is superseded
or cancelled. 
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l~ORl'LS C(,If{p..OI OF~IC~r~S = l\.;-~s~'C::~f ccn t rc-L (~'''Ct!'~c;r ..~· ·~1.'J :;~_-:_4 .. 

f o rmn l t s r cd ~h(-~rCGIt h;-."le 1~E..e1 ,":jSc..O::'lt:~t i:'CJ .. 

560,7 
the off .i.ce , tc g e t n e r ,_7=-'_1:11infc"ti'L'-l.-t:ioll s!":_~-·J!12, the: d.:t~/-.! c::" 
Lnc ep t ~cln. 2nd scope. of t l.e f o r-n , t he ]~U-;:T"(\b'2 ~(;~"i_.,.(:~=.: l')' r.i.e 
Form , .mc' r e tcr enc es to r!:1~t?.0 1Y.cO( e(~ur,.:s i!.1St i.tu; c. ::r 

revised, sup cr uede d , or C[-tl1c'211t;.!u. This f ill:! is I~v-L:i1/ Ll-il'-'..:'1..1 

by :;'nc11.vjdual o f f i.c o s to conr.r o l Lo rms -l~-t~ttltQ.(~ hy LLci....
office ;:.nd to as s Lsr h~ office Ln ac t t.or.s n.ich as dt;Lt::L~-'J i.ILLr·z:f 

whe th e r	 new forms ::.:hnuld b e c or.so Lf.da t cd 0-( Lcplc.ccd l.y 
other forms, etc. rWTi~: 'i'h e Official Rcrord F~lc:is 
ma Lnt aLncd by the 1':)r1115 Contra L O;:i" Lc er under 56~). z , 

ALL OFFICES: Destroy vrhen f orrn is cauce l t.e.l. 

560.8	 Reference Files. Files relatinB to the generdl field of 
forms con si.scLng of cxr ra copies of do cumcn ts whLch dupli-
cate the record copy filed elsewhere; rough drafts, TI11tcs, 
work papers, and other material being heJd for reference. 

ALL OFFICES: Dest.roy when	 obsolete, or nosl!;;>~l'seQed,
longer needed for reference, whichever is earlier. 

565 ],..ECTJRRJNG MID .. REQUtpJ~HIINTS. ReJ a t es toREPORTS I!:I£:'QPHAD.-9N the 
management of the reports mana gement program uhicb is designed to 
control reports; provide that reports are adequate, necessary, 
accurate, and timely; elimjnate unnecessary reports; and standardize 
necessary related materials and procedures. 

565.1	 General. Documents relating to reports and information 
requirements management which, due to their general nature, 
cannot be logically filed elsewhere in the 565 series. 

ALL OFFICES: Destroy after 2 years. 

565.2	 Policies and Procedures. Documents relating to the develop-
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on reports and information 
requLremerrts, including copies of interim policy and pro-
cedures statements issued prior to publication in official 
DCAA numbered policy publications. 

ISSUING OFFICE: Upon supersession or obsolescence, place 
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 
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~e2~~~_:'=~_~_~~__}~ ~~~_0'::\~1~1~~ 1~£'_(l~_~- l:·~~!~':I~( _~~'-::'~' ~~e- ~-,:_,J .:~~	 ..-;'.j _I ~:.~ '~ I .... ,-, 

&eC'~:L"'"!,-lfclj i:j in rt'j.-f·::.,·~ts n~Jnd":;-',\!,-\jlL l1ffir.:c'"-~ \ 1 iCl1 rr.f l c .. L 

("~ci-id11b t.r;..'~Cl1 1."cl~,ti.l!.g to E~~C(; J.l"'lcu:-rin~~ l:::P!:ct .. rr:cl~."''-(' 
8r2 app~jc;;tj('ns for app r ov a l. of TC'l:ort~ r r.r Le s of l·:I.l"-~ .111r_i!.'-: 

d-LI ectJ\T~~..' ar.d [01: .....3 .. 0;'- 1.C.f'l\II'.-J,(~i: ~;:-J.:::'·(""L()';. r~L.:i(i~:=-l.~ .; 1-. 

corre~3~JC)!d.2Tl('e relat:;l\s to i1'l"CCJ rr c ta t Lon .:Jf: in[:)tru~ 1~j~J'; _~ 

or PlOCEC'ltleS and s Irmi a r Q-,)CU,l)(O'J'ts. 

Il·lFO[~~"jATT()j.J 1'~,\1\!j\CElrl~Nrc r.ON'I F~OL OFF1CER: l31-'~!.l en: I:. C ~ L,~L 1.,"1 

of r cp o rt , place in Lna ct i ve f i Lc . Dest roy 3 years .,C:"l 
cauce I La t Lon . 

Ca.r:_L.	 s~~,565.4	 ~cEor~~ r~). Svmh~:..LX..c?_:;;' A r e g i.st cr usee} to con t ro L 

thc as s tgnncn t of r cpo rt a c on troI s ymb o.Ls and numbe r., , 

H:FOfU'LA.TIU;'i NA1\AGI:t"lENT CO~nROL Of;'FICER: Ikstroy r eg i s ter or 
Lr d+v Ldunl p age s ohcn 0.11 r c.por l~.' Li sted t hc rt-on 113\'L' 1)(:',-:l 
cancelled. 

565.5	 Recurring Reports a~1(i"Information RequirC:~leT1Ls. Recurri.ng 
reports and one-time information r equi rcmen ts re l a tLng to 
reports management, such as cost estimates for reports,
reduction in information requirements, and s LmtLrr in-
formation. 

ALL OFFICES: Destroy after 3 years. 

565.6	 Reference Files. Files relating to the general field of 
reports and information requirements consisting of ext..:r3 
copies of documents which duplicate the record copy flIed 
elsewhere; rough drafts, notes, wo rk papers, and other 
material being held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no longer
needed for reference, whichever is earlier. 

570	 CORRESPONDENCE. Documents relating to correspondence management
and the application of management techniques to correspondence
practices to increase efflciency, improve the quality of appearance
and content, and to ~educe costs. 

570.1	 General. Documents relating to correspondence wh Lch , 
due to their general nature, cannot be logically filed 
elsewhere in the 570 series. 

ALL OFFICES: Destroy after 2 years. 
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S70.2	 ., '. l~(-~ ,1' "~ O~',--

IP('llt, f')_'''':l"'..'?~j''d.L..jc..'n,. 1f",.1 'Ii~-_(I, ~)l.[j '- 'I ~r .."":_.; , 
or regLll:t ~l..lr)'r in.Lcue L Lnr~s 0:1 c. 11 1,'-)'("11(, ... -, ';, ;'lc1lJ'_i;",-t(~ 

cop.i os of '_]'t,~rl:' polj(-,- c_ d p ro: _ "u ; I.-:S ~ ~__ ,- _ I "~·L.",-'.:.s _1_~';S11~cl'
p ,...i.or to pui.ll1 cat} 1)11 IH.: r ' 

Li c a t i oi.a , 

ISS1..JTNG	 O)(FIL~: l1p011 ~l1~/:r~_IC':~Sl~_ ..-! rj:: O-L':;' __~ _~,-",~",,_!-~(:,_~~ 1'12(,''':: 
ia inacLlv~ file. Dcs:rny uf~eT ~~ YC~~E, 

OTHER. OfFICES: De:3tr0Y wl.cn s upr ;-r;,:..ciL'd c '.: cr.r.c c.Ll.e.d . 

570.3	 Be~~!r0_:~_~_~~_"C.t_?__.?r0_~·f[00T1.J_~_~~_~'__~~[~.:.1}_)~~:-,~~_I~l3'P..er ur r ir~;~ 
reports c'nd cn e+t Irr.e Lnc rr-at Loo r'~ l~!l.;' ... ...... r21.:'.it.!.n~:'lll::.·nt 

to correspon dcnc e IhanClr,f'1!l2nt. 

ALL OFFICES: D::~Gtrcya f t.er 2 y-:::.:. ra . 

570.4	 Reference Files. Files relatins Lo the gene~~J fielJ of 
correspondence management conslsting of eXCln copies of 
docu..rnentswhich duplicate the record copy filed e Ls ewhc re ; 
rough drafts, notes, wo rl: papers, <'JnJ other mat orl.al. heine 
held for reference. 

ALL OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

575	 HAIL. Documents relating to mail mauagern=n t and ma i l processing
operations, including receiving, sorting, opening, routing, distri-
bution, delivery, control, pickup, and dispatch. 

575.1	 General. Documents relating to mail management and 
operations which, due to thejr general nature, cannot be 
logically filed elsewhere in the 575 series. (12 - .L) 

ALL OFFICES: Destroy after 2 years. 

575.2	 Policies and Procedures. Doc umcn t s relating to the develop-
ment, preparation, issuance, and interpretation of directives 
or regulatory instructions on mail, including copies of 
interim policy and procedures statements issued prior to 
publication in DCA,A.. policy publications.official numbered 

ISSUING OFFICE: Upon supersession or obsolescence, place
in inactive file. Destroy after 10 years. 

OTHER OFFICES: Destroy when superseded or cancelled. 
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575.4 

575.5 

575.6 

575.7 

575.8 

_~~::~:.c:E'~..::5:.._)I.i.l.(-i~.. I'a..p 21 S 0 r i. (1 r: HL~ .::.L~.C .r.: ~~,~ _~1.1 -: 1 p- .)1.' '- 1_ \ ~_~1C· , 1I 

ol:dl:~l ill inuj.\}l.jt.L--:l o t r i r cc .:--!.S;: :(",,-,:p"'~'2r i~l ..·~ Lil c~Ct.i.v:l ,---; 
r e qtrlr ed C'"l1 ~ ~..lVerl dJ-rt..'~ a r e ply tu ali ~·~1:i-:.~J..~ j.-~ e·<~).::r:Lccl 
on d Lf [l,:JL r : CCJ~Jcj ~-:1tJ!-~:_j l». r r z., ~..! r'n (l ~·1\).'::1} ,~; lLe; ('L 

;: t -:-;J t1 .: j [.-J ," 'j ~I ,:<'\ :: .! - :. • e .. :~ :)',::.1 d ---" ,.. 
dc s t r cye d OIl D given C' c; ' L_1. 

purposes. 

Postal Dir~{·f:o.rv. DO(>LL.'~·~'r:tsu t i Li c c d Ln ma i I rOC:-.0 in . - - - ----- ---- .i:.«: 
n.aiu r ain Lng H Lu..aro r system to frc.i.lltDted2L~vcry of Luil 
to f nd Lv.idua l.e , sur-h as Locn t or l~rL~-:; c(.piJ~s at 2.~~SiQ,1111Jt=~-lt 

or transfer orders ; and ::;i[,1 Ll.a r do cumcnt a. 

AJJL OFFICES: Dc stroy 6 ths aIter LIepa rt u 1:::;:m--::·u o f 
individuaJs. 

.AccOUE~_~ble _Hail Control. Reco-rds relating to the hcnd l.f ng , 
accounting, rec erpt i.ng for, and d i spat.rh of registered,
certified, or numbered insured ma i I . (I::l-S) 

ALL OFFICES: Destroy a f ter 1 y ear , EXCEPT \,h811 a cl a ss Lf Led 
document receipt is not ava tLab l.e to establish proof of 
receipt of a classified document wh i.ch was transmitted by
registered or certified mail, in which case the Accountable 
Nail record will be retained with the Classified Document 
Receipt and/or Tracer files. 

Routine Nail Control. Documents relating to the control 
of inco!1lingand outgoing mail including routing and suspense
slips, delivery receipts, record of messenger trjps, and 
similar documents maintained by mail rooms. (,J..-fo 0..., 
ALL OFFICES: Destroy after I year. 

Recurring Reports and Information Requirements. Recurring
reports and one-time information requirements relating to 
mail management and operations. 

ALL OFFICES: Destroy after 3 years. 

Lost and Rifled Nail. Records relatjng to and reporting of 
the loss or rifling of mail. (/2 - .?-+') 

ALL OFFICES: Destroy after 1 year. 
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~75.9 r~,'_ ['~Q l ,~~ ,:--' 1_ :: ~ ': _i_ r: (1 f T 

1.1.:J1I3.3:.....t1euL ul~.:.l UP01:'::J. [i\.~Jns 2:1.,1 r·:l ...... ofr: 1 i.c.s 

do cumonr s vh Lch dup Llc:.ltc" 
r ougb dr.vf t o , notes. 1:CICl-':: 

h= Ld for ,,,·f,:'J:Cll'.C, 

ALL OPFTC1.':S: Des eroy 

590 I\UTO~fAJ]~D D!\ fA rl;.O~~~ me ..JAm:'.L.!'£~::~:~;Er:;~J'~I~~ 1':<-:.12. to:)~~~.Ey;,\~~:~}~~. t.e s 
the s t udy of ADI-'U.ll';~-sharcds','stCP1S,and Lh2 se]cr:"!":jon and ;->r1'Jptl011 

of those best suited to nCAA op orat.f on s ; t.l,c l);'IJ Da~:.J ~'L'::lTlc.2rdjzRtion 

Program; and se rvices provided by ufJ: ict·s 1 c:~pon"lLll~ [Of.' tbo::' sy.it Cl'lS. 

590.1	 g!.!~:x~'1l. D0C.utccn ts r c1.:· tint; to f\D~' 
wh Lch , due to their genc reI ne t urr. cunnot Lc logically
f LLed e Ls ewh or e in the. 590 series. 

ALL OFFICES: Destroy after 2 yeats. 

590.2	 Po l i.c i es and Procedures.. Do cumcnt.s r-e La t i.n; to the develop-
ment, p repa ra t Lon , issuance, and Ln cerpre t ar Lou of directive 
or regulatory instructions on ADP, including 1nr:eri~ policy 
and procedures statements issued prJ.ol to pebl1c.ati.on In 
official DCAA numbered poljcy publications. 

ISSUING OFFICE: Upon supersession or ob so Le sc.ence , place in 
inactive file. Destroy after 10 y~ars. 

OTHER OFFICES: Destroy when superseded or cancelled. 

590.3	 ADP Planning and Program Hanagemf:Jl~. Docunentation reflecting
the management and determination of the Agency's AD!' resources 
and requirements, including records relating lo overall 
objectives, plans, and concepts governing management and 
utilization~f ADP within DCM. 

HEADQUARTERS, DCAA: Destroy after 10 years. 

REGIONAL HEADQUARTERS: Destroy after 5 years. 

590.4	 ADP Systems Development and Evaluati()n. Records relating to 
correspondence, reports, studies, and related records con-
cerning the study, selection, adoption, exploitation, and 
integration of ADP systems in DCAA operations. 

HEADQUARTERS, DCAA: Destroy after 10 years. 

REGIONAL HEADQUARTERS: Destroy after 5 years. 
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, .. ) 

590.6 

590.7 

590.8 

590.9 

I.~~=:..S_t!'-_ L~~!lf;_Bi;_~~~~t:_~i~~~ f~~_~1__~~l]_} ~~::1\.~~~ -~:l~.~~ ~.~~. ~:.~ '.'_~_G~S~j~ __ -i I 

rr-por c. ~llJ C1"J1e-L=:.y.1l?: inr()-r.!T~~~- I -"11 -LCqU_~_l :. .... _~:ll:, : l.:1 ...:: ;.' 
'_'L- .t.'.lJL 

requirA;'12TICS pr0clurQ(11~y Suer ~,}~)j':F':~flS "\,:-~~ 1)(' fI-Jc-:'.l _ ,_~._:- .."",.J 

app r op r Lrt.e ;;.:c.onl~;J1Y f;!.JcL:cn" 

])a_~0i_~~~~(!r(jjzclt-Jr"'n~ DOC'llS:C""JLS rc·lJL1~1.::" to the ~SI-,~ ~C~t_S, 

prol:eduYQs .. and .::1-:.[~inns requJ..L'L(l t') irn}-i.Lfllj:-nt thc ]':~L~·l::2. 
StaiHlaj'(IL'~:IJ.ion III 'Mitl! the' F,,·.·ic;-.~·JPL";"J;:;CllJt 2C01-JJ.llclU_,>ll 

S't an dn r da z a t Lon Program o f GS:" an d I.)tber Cove.rrmen t 6.,:,0r..C!CS. 

ALL OFFfCES: De s troy whe n supers.edc d , obso le te , '-W r-o lOfLS"·J. 

needed 101" reference. wh.icb evc r is earlier. 

AlJP S:.~sl..eiTIs_ Il'lp~~~~~~t.)ti02:_' D()(t;~;=r1ts ac cunrul at cd 1_1, '[11(: 

process of implementing approved i\DP systems, Lnc Lu.l iug
coo rd Lna t Ion actions, orLent.at Lon and t ta i.n Ln g , di:;~':·[.'In,']tion 
of information, rev rew of proposals for acquf.s Lt Lon , p rog rcsa 
reporting, feasibility studies, application studies, aDd 
monitorship of test applications. 

HEADQUARTERS OFFICE OF PRIHARY RESPONSIBILJT'-..': Destroy 
after 10 years. 

REGIONAL HEADQUARTERS OFFICE OF PP..IMARYRESPONSIBILITY: 
Destroy after 5 years. 

OTHER OFFICES: Destroy when superseded, obsolete, or no 
longer needed for reference, whichever is earlier. 

Hanagement Information Systems (HIS) Proj~_c;.ts. P'roj act; 
files containing requests, specifications, cost estimates,
and other documents relating to computer programs wh i ch 
are developed to meet a specific information requirement using
data maintained in the HIS. Outputs produced by such programs
will be filed under the appropriate secondary function. 

ALL OFFICES: Destroy after 10 years. 

Automated Personnel Jnventorv System (APIS) Progrdm Projects.
Project files containing requests, specifications, cost esti-
mates, and other documents relating to computer programs
which are developed to meet a specific information require-
ment using data maintained in the APIS. Outputs produced
by such programs will be filed under the appropriate secondary
function. 

ALL OFFICES: Destroy after 10 years. 
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·\, - .', '-, "'1 
•• _ ••. J... 

£tl·.~·:" CC,q~_ ..'lf!Int_~ 1(·II:-·-::~::" :::.::~_.:-L.!.5. "': l.:~'; '._~. :- (,:_,::~ ....... _l-f'~~ 

an.l (}tile!- dC)\..:~_1'2.}rtt:-J rc~.lc·ti11:S t o (",<'., , ql:- [ ~) (~ ,'_ :"': \<.1:-15,( 1; ... -.-:....~ 
dev c lo p e d tn IP,:;~t spr-f;l [=;.c <1LlC~~t (.1:-'11! rl.j~ -( (n.l~p·l:_'-' 
prtl:tt.~C~:J(' h\ i".lL.:ll P':t)~'~-: ..•. 

secc;'l(Ld-.:~,T £ Ui'; CI: .:.ons ~ 

/iJ.,L OFFIC},:>: 

S90.}1 r~c~_L_eE~t?_j~l!:-:.~:." Fi.lf..~'l r(=l,~li.~.l.~. ~.:.) !~llL~~1-~d~"dL i'ic;"';d of 
autorna da a e s s an.I c.ons Ls.tt.cd t p ro c i.rig rL1and~E~rll-:n-:..- :~~!·/l.I:'L~-; lng 
of ext r.i cup ies of dor.urrc n r s 'i!lich lie:]) Li.c.i t c C>2 r ecor d eLI:Y 

filed c l scwhc rc ; rc ugh dr aft r, llC'le:";, '-"0,1: l',~;',,-c-s, an d o th e r 
materiul being held for lefcrLDc2. 

DeSft'oy ,·.~11P11 s up e r s-.de d , o b so.l ct.c , 01'" no Lon gc r 
need2~ for reference, .;htche\;~l· is c a r l Le r. 
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Th Ls f'L"lt:1(';' ry f 121) C i~i 0"'1:-:1] E:~':' r 10 S (".::1'.."1t ~~ to t-C:C o r d .---:L 1:(' ct lC' ..<l 1) Y 

llc.:-:::1(FlaLt·~-,-.s a1;\1 Rc::,Lofl._Ll JT'::'~lJ::l1.~Jl 1.(': H ()~:-[ ic- s , ,.rl1(~!'3f' r..,.~r ;.-:'-y ;;;:.;:;~_,-, 
is the li18tl!:.!{;~:!!t:.!-1:':! cv.i lj at Lcr , [.11(: s~Jf'~'j'\'"'' ~l\r'1 ('1 2.:..... Il:: ::"'.:·;t".~(_'':'lb 

pro'vld2u l.v 1J211,/\ f:i.c\lcl :'~l!djt Cd~J: :_~"~J (7~)C: 7'~i:i) \.1nc1 {.tT1/11 (- ~,\ -,r~::'~'~; 1 

prov i 0(=d by field f.1J<iit Offices U','-';Os) (/6(j-76~). /~II (Ill~('e:J PCl-

I o rm i.ng <:J1u.li,t fun c t Lons ,;...~~ll USI'~5 (18 !:eql~ll-e,..l, .LjJ~ :::c;-i'...:s It3~:c'l~ ~;ll 

the p r i.mar y f unc t t on s 100 thro.rgh 'jC)O f'o r ~"LL r2corC:s 1['-,,- idcnti.fJ,'j 
in this fu n ct aor.a l S(;J.1es. 

700 AUDIT_i\~AN~~~I·f:-:N'r. S'2COnddYY file f;·..::L;.es rs r ecot ds t·ll.'!tThis cont e.i

are common to ~111 o f Irccs p erI'oruri.ng a 1 auoi t f un ct Lon ,
 

700.1	 _c.~l].~!..:1.J.. Documen r s re 12 t i ng co .:;~udLt IT.:1r. ag:.,:iC' n t F'" i: r \. 'U. 

wh t.cb, due to their gencl~;:lno ture , cannot be l~gic:=:lJ y 
f Ll.cd elsewhcre in tlJ'2 700-fCY:· sc ri.cs . 

ALL OFFICES: Destroy after 3 years. 

700.2	 Recnrring Reports. Recurring reports relating to audit 
management; such as the Aud i t Program ReporL ing System 
and the Summary Report of Aunit Operations, "hether 
prepared [or non-DCM use or for internal management
purposes. 

HEADQUARTERS OFFICE OF PRIH.ARY RESPONSIBILITY: Permanent. 

REGIONAL HEADQUARTERS OFFICE OF PRI~UillYRESPONSIBILITY: 
Destroy after 20 years. 

OTHER OFFICES: Destroy when no longer needed for reference. 

700.3	 One-Time Information Requirements. One-time requests for 
information relating to audit matters, whether prepared
for DCAA or other Government use, EXCLUDING requests [rom 
the general public, see 502. 

HEADQUARTEP~ OFFICE OF PRI~~RY RESPONSIBILITY: Destroy
after 20 years. 

REGIONAL HEADQUARTERS OFFICE OF PRI~~RY RESPONSIBILITY: 
Destroy after 10 years. 

OTHER OFFICES: Destroy when no longer needed for reference. 
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7\J0.0, 

700.::' 

700.6 

700.7 

700.8 

I~~j_t~ ~ ~~._I~J~~_:L}i;!i-.0~}~~! (?-_CJ_I.:._~.LGo~;-~~~2..~~LiL:2:.' ~J __ .. ~_~;~.:~ ~\t··C.I.; ~~<'l'-
r(:l~\tlr:.L r o po.it rc v i.cv 0; :.:~f'ld (l"tO~cl ..n.: t. f.p:'"1 \.)11 ;1pb t !.2<- ~:~ I"'~" 
j SS ued or r o .... i.::, ~~"GeJhy ilO:1- f;~. \J,\ v Lt os l.ch1 e <".Ct _~ ~ ,.,-[~ llL'~-, 

l.cvc, E.!.l1l! \).:d.ct l.;ll DCt\i\ o o c r a t.Lou s :--:-'.lC:) .:~IS iG~d. Cl.ilC2(.· [ ...c, 

l\.LL OIF1CSS; De c t z.oy af t e r 3 :/c.::.'.r~;. 

Po ,t nevi ':~~) oL.:I.s:s..bE~~S2:L_I~~_~r'o~~_t-:l::·"'~. TeL! t j"~;RC'C('L')S 

to t.he re'n.e\.J of Headq ua r t.c r s C.C11-:.'spenden·:::e .md regio.cd1
f.ns tr uc t Lcna L mat e r La l to C1Gsuf.~e cou f o rmanco ,,"iitl! eon Lr{.:cl-
aud i.i, policy. and to de t ortn.Lncpo s.s JbLe ue ed for rw\,) or 
revis~d guid3nc~. 

AL1~ OFFIeIS: Destroy after 3 y ea rs , 

Sf':!:n2Qdrs __ Records reLa t Lng ro the prep3r.q-·~1l1. ('~nferences.
tioD, development and conduct of seminars, conferences, and 
similar mee t Ings vh.Lch cover te clm i ca l audit areas. Also 
includes records relating to attendance at such meetings
if not appropriate for filing under a specific file series. 

ALL OFFICES: Destroy after 3 years. 

Indoctrinat)on af!.9- Records relating toTrainin8_· means 
of providing indoctrination and improvement of audit in 
technical areas, including records of on-site and Fritten 
assistance, evaluations of field performance and justifica-
tion for in-depth reviews, if required. Also includes 
records relating to individual employee participation in 
Defense Contract Audit Institute activities, if not appro-
priate for filing in 321-322. 

ALL OFFICES: Destroy when superseded, obsolete, no longer
needed for reference, or after 3 years. 

Committee Representation. Records relating to representation
and part i cipation in groups spe.cLfLca Lly involved in audi t 
matters, EXCLUDING records accumulated by offices primariJy
responsible for activities relating to the Cost Accounting
Standards Board (see 702.4) and Standing Part 2, Section XV,
ASPR Subcommittee (see 704). 

CHAIRNEN; Permanent. 

INDIVIDUAL ~ffiMBERS: Destroy 5 years after termination of 
participation. 
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.~..~j .'.\: ..	 Rc c o r d..~J_ i, q:. ~~.P_::.:=_~:...?:L._l~!_~~J_~.2.~" r e l 3l:;nl-~ 

'. :~':r:,.0,:t') Lilt t:-.[k:r-idL s t ud i.o s nut O~hCl'"l,·':~~-;J\ 

.~!J., ('F'f_~('!:;'~ .::.:...::':-.~.-"....·.c_~.cs c..t:-cr" c.o;1.ple1.i,i,'!1 of p::-cljj.=-,~c 
G 1- ~::..t..'Lt~:~, .. 

Files rc~atin£ to tte g2Dcral field of 
;:;lid L ~ j'J1t~ II c-' ~;) _ ..v,:~n~ Cor ..: _:.~')t i tl%.j o f c xt; ::a (Or LLS 0 [ eta c,iJJn-.:.n L S 

\';]1.1(:11(JJ:)j 1 c oce t.hc 0 ;:fleiG..L ioco rd copy fj led e Ls ex...he r e__; 
r ouvh d r vr t::: ~ 'Icr1~ T::C;"l ~'S; A.T1d nt:',cr uat c r i a l l"e:iEg he I d 
[C I" 'r 2 f C L ~ I:Cc . 

tILL OrFlc,"['S: JJC',t.!..C ,'l1pr.. supo r s cde d , obsolete, 01: no' 
J 

longer n::::.:cJ f or :,·c:crcollc2. ,·;hichever is ea r Li e r . 

701	 POLI9}.ii~):.i~t2....0.L!~r: '~':~r;.. h(:COl";}.:' re La t r ng to the f'o rmuLa t Lon of audit 
pol~cy and operaLiJg proccdur2s and the fUluishing of direction 
and technical gu tdance for the pc r I'o rman ce of contract audits . 

701.1	 .f~.neral. Rcc ord s re LatLng to polic i.es and guidance which, 
due to their gcne ro I na tur c , c.mno t, be logically filed 
elsewhere in the 701 series. 

ALL OFFICES: Destroy after 3 years. 

701.2	 DCi\A Poli~Y_l~le. This file will contain a copy of those 
let te r s , rsctoo rcndumo , an d other documents of continuing 
value, to or froN hifher authority, lateral or subordinate 
elements of DoD or other Government agencies, and industry 
or professjonal groups, which contain adequate and authentic 
evidence of the organization and policies of DCAA; its 
administrative deve Lopmcnt ; the evolution of its organizationl 
structure; and its audit policies. 

OFFICE OF DEPUTYFOR AUDIT HANAGHlliNT, HQ, DC.AA:. Retain .L 

in current files area indefinitelv~ ~ /'d P~~.....-"7'?' 
r4'e.. 

701.3	 Policy Form.ulation. Documents relating to the development, 
p r ep a ra t Lon , .i s suan ce , and interpretation of directives 
or regulatory instructions on contract audit, including 
copies of Ln r e r im policy s ta toment s issued prior to 
publication in official DCAAnumbered policy publications. 

HEADQUARTERSISSUING OFFICE: Permanent. 

REGIONALHEADQUARTERSISSUING OFFICE: Destroy after 20 years. 

OTHEROFFICES: Destroy when superseded or cancelled. 
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p rc pa r a t.Lc .i , ,:::.nd :i e.su ...ln{'[~ ()[ gU"t ':...l'-LC(1 r!:..~[j~,~\~-.-·!.:du 'L1(:'...!.3 

p':lln~)!-)1 t;>~	 ';. rc l<-~:...Lng td a !ld.1 t . 

H..!~GIo:-.IALEE:,DQU1K1EES IS~)!Jn;{; Orr.J:\.:E; DeSL1()), <11 L.'_"!~ 

~20 y c.cr s . 

701. 5	 'l'c D:=lt,1 Re c o r d s ac cumul a to d Cr.V('T~ n gchn i cal Bank. 
opinions, decisions, and de te ruri n ot.Lous on t.h e dllo"'is.jl.lity
of con t r ac t costs, Lnc Lud Lng pc r t .i.ucu t case f i I cs. or. 
cout rac toi s , an index of 011 HE_te:r1.2t in tl.e da t a b an. , 
ond related docu~ents. 

OFFICE OF TIlE DEPUTY FOR AUDIT HlHTAGEHEl'~I'jI3,etain'in A 
current files area Lnde f Ln i tel):,," /?V7 ?"7~~..(...' V'~	 r-/e~ 

70.16	 Testimo!l..YBefore Judlcial or Quasi-Jucgdal __Dodies. Records 
relating to procurement tuat t ers Lnvo Iv Lng contract aud i.t 
on which hearings are held before judicial or quasi-
judicial bodies, including records of preparation of 
testimony and other assistance to field personnel. 

ALL OFFICES: Destroy after 6 years. 

702	 SPECIAL PROJECTS. Relates to research and studies involving
Advanced Audit Techniques, Special Audits, and Cost Accounting
Standards. 

702.1	 General. Records relating to special projects which, due 
to their general nature, cannot be logically filed else--
where in the 702 series. 

ALL OFFICES: Destroy after 3 years. 

702.2	 Advanced Audit Techniques. Records relating to the conducting
of research and studies into pertlnent scientific, busjness,
and professional ac co un ting deve Lopracnt s to ascertain 
methods and techniques which can be used to enhance the 
effectiveness of contract audit, such as Statistical Sampling,
Improvement Curv~ and Regression Analysis. 

HEADQUARTERS OFFICE OF PRI~~RY RESPONSIBILITY: Permanent. 

REGIONAL HEADQUARTERS OFFICE OF PRI~~RY RESPONSIBILITY: 
Destroy after 20 years. 
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l ~.	 .. 11 r.. St702.3	 _~Li~~~j_~~__ ~!j.~_~~~~~of l'CL .,)r~s :eel =1 t_~'1 ~~ t~... r r. S(~;l '._{ all/~ :":-j~ u. ' r 
f o r the Pli:VC[!C of (:=\-\}(~_!!)PL1.1!j t~~~_;_' ;"S tr) I~I.~-~rl~: j'1 ~,:11l~1 

sr\':cl{~l (~urjit:-: \v(}U~C l.,s';isc iu rl~1'li.(·v"1n ..-, t-L.: ohj('CrL\':: 
of F~01.e t).J:f.v~-=~ll"'/(' ;)luct.'r:.1lC.l, (..'~:'-_I_: .__CIj_L-l:[~(:'" ,--(~'. :.11 i.'-'.r:..'t.. _;L.r£~ 

~l'ch ES c c i...cur r=n: ~ !.:".,J _~:-l0(,,;:; _j~~~~ t-':·~.:'t!l:.i:~ -:."::.(L .: .)~ ~-:{,- ~.. ,..:....:...~ 

p ar te rn.s , cast. c t r te r i.a , or I);_UPi....:".:<1 audit: t:l~(halcl·J(,.; .n«l 
Lndus r yv de s tud to uuus ua Lt J i ..-b c=tPIJlci..3 St! d("t~C.\ll1t~_q:; (I I 

costing p r Lr.c f.pl es ~11d f-'y(}ct:i('e~: to rcc(~·.-'-2:1d c r r tcr i c =nr 
e s tab Ll.sh.i.ug iea.sonz.ol 211eSS G f COo_ t '.3. 

HEADQUAl.:.'L-EPSOFFICE OF PIZnfM~Y 1~ESpmrS-mn.1TJ": Pem2.l1Cr'j;' 
pa 

RE(;IONAL m:/\DQllARTEPuS OFFICE OF PR[:'~ARY p~SPonSIB II. LTY: 
Descroy ar~cr 20 yedlS. 

702.4	 r:(lS_~_!:C ~~l t il:!,.g S t~ll(~a r ds . nee (l1-t1s ac cumul a ten. by 0 f {"j cos 
having pritll.:lry for DCAA octiol1s related toresponsihility
the Imp Le-uenta t ion of rules arid r egul.atJous of the Cost 
Accoun ting Standards Board (CII.SD). 

702.40 

ALL OFFICES: Destroy after 3 years. 

702.41	 Guidance for DCAA Auditors Regardi~r, CAS. 

HElI.DQUARTERS ISSUING OFFICE: Penn.:lnent. 

REGIONAL HEADQUARTERS ISSUING OFFICE: Destroy
after 20 years.
 

OTHER OFFICES: Destroy when superseded or
 
cancelled.
 

702.42	 Briefing and Training Regarding Ct\S. 

ALL OFFICES: Destroy when superseded, obsolete, 
no longer needed for reference, or after 3 years. 

702.43 Field Requests for Information Regarding CAS. 

ALL OFFICES: Destroy after 10 years. 

702.44	 Comments on Hatters Referred by CASB and Staff. 

ALL OFFICES: Destroy after 10 years. 

702.45	 Coordination of CAS Activity in DoD. 

ALL OFFICES Destroy after 5 years. 
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702.46	 Liaison With ASPR Section XV, Part 2 Subcommittee 
Regarding CAS. 

ALL OFFICES: Destroy after 5 years. 

702.47 Assistance to Government Member of CASB. 

HEADQUARTERS: Destroy after 20 years. 

702.48	 ASPR Subcommittee on CAS. 

HEADQUARTERS: Destroy after 20 years. 

703	 OPERATIONS ~urnAGEMENT AND SUPERVISION. Records relating to the 
management and supervision of contract audits performed by Field 
Audit Offices. 

703.1	 General. Documents relating to the operations management
supervision which, due to their general nature, cannot 
be logically filed elsewhere in the 703 series. 

ALL OFFICES: Destroy after 3 years. 

703.2	 Operations Evaluation. Records relating to evaluation of 
audit operations, including overall evaluation; manpower
and workload evaluation; staffing of offices; organization 
and management; activation and deactivation of offices;
evaluation of audit plans and audit performance statistics;
and monitoring of evaluation of data submitted by Regions 
and FAOs. 

ALL OFFICES: Destroy after 5 years. 

703.3	 Operations Management. Case or project files relating to 
the management and supervision of overall audit operations
in DCAA, including records relating to financial capability,
audit assistance and interface with DoD and other activities 
for which DCAA performs contract audit, review and evaluation 
of summary reports, access to records, C/SCSC effort, 
GOCO facilities, SPANS~ TACT, and similar programs. 

ALL OFFICES: Destroy 10 years after supersession or 
obsolescence. 
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703.4	 Technical Audit Programs. Case or project files relating
to the management and supervision of specific technical 
audit programs, such as IR&D-B&P, proposal evaluations, 
contractor estimating system reviews, defective pricing,
tri-service negotiations, progress payments, Should Cost 
studies, university audits, terminations, and similar 
technical audit programs. 

ALL OFFICES: Destroy after 10 years. 

704 STANDING PART 2, SECTION XV, ASPR SUBCOMHITTEE. 

704.1	 Case Files. Records accumulated by the Chairman of the 
ASPR Section XV, Part 2 Subcommittee which is charged 
with the responsibility for cost principles and changes
thereto. 

CHAIRMAN: Permanent. 
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760-763	 AUDIT SERVICES. These file series have been created exclusively
for the use of Field Audit Offices (FAa), and document the primary 
mission or function of the FAa, and include Contract Audit Admin-
istration (760), The Permanent File (761), Contract Audit Case 
Files (762), and Other Audit Services (763). FAO's will use, as 
required, files series listed in the primary functions 100 
through 500 for all other records accumulated by the FAO. 

NOTES REGARDING THESE FILES: 

1.	 DISPOSAL STANDARDS listed herein are ultimate destruction dates 
based on the value of and need for the records. 

2.	 CUTOFF OF FILES. Cutoff of files means the cutting off point 
for making another file folder. The purpose is to separate
older file material from new, more active material. Tnis should 
be done at regularly designated periods of time, such as each 
fiscal or calendar year, during the records clean-out campaign,
or after a specific action. As an example, a file which 
generates an inch or more of paper in a year, would probably
be broken into separate folders every year at the same time;
when material is generated faster, a file may be broken quarterly;
when material is generated more slowly, a file may be broken 
every two years. The records management program can be made 
easier by designating and adhering to specific cutoff dates for 
each category of record in the file station. Cutoff standards 
have not been included in the dispOSition standards for the 
760-763 series; however, each FAa shall designate a specific
cutoff standard for each file series. 

3.	 HOLDING PERIODS AFTER CUTOFF. Holding periods between cutoff 
date and retirement date have not been designated for the 
760-763 series. This decision must be based on sound records 
management practices of efficiency, economy, and frequency of 
reference. Each FAa shall designate a specific holding standard 
for each file series. 

4.	 RETIREMENT TO FEDERAL RECORDS CENTERS. Cutoff records should be 
retired to the FRC when reference activity has diminished to 
the point that such retirement would be economical and efficient. 
Specific retirement standards have not been designated for the 
760-763 series; however, each FAO shall establish a specific
retirement standard for each file series. It should be noted 
that records having a retention period of 3 years or less should 
be retained by the FAD until date of destruction. 
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SF 135, Recc'n!s T'r an smi t t a I and F::'ccijJc. Lt er., ~) (1-1</ . ». 1-,. :(>"i',2s 

Be Destroyed as Scheduled Ih.thout Fu i the r Ag-2",'::~T Con cu ,:0',:_2: 
Ch'~cl; "NO. ") 

Sf IJ~)) 13: For each L	 '.IlLerIt(~Jl1. p ar tz.o rC't11~t"1K'nt, V' '.',:' 
ac cc s s Len numbe r s r'e l.a t e d to the case fi 12 .. 

SF 135, Item 14: Enter the c Lt a t Lon (number, t t.t le , incl di t;c ) 
of this Nanua I at the top of the co.Luian o n the S:;:: 135 ;-{r'.:J o lI 
continuation sheets. Aligned 'nth c ac li entry in Lt crn 1_~, t-n::.er 
in Item ILl "CONTINGENT." 

Upon final settlement of the cont rac t, arid the r o t Lrenen t of 
the lnst	 records relating to the contract, enter the d8~0 a~d 
year of destruction in Item 14; in Item 13, llst all prlor 
accession numbers related to the contract; not LfJ the FKC of 
the destruction date for all prior partial retirements related 
to the contract. 

See Chapter 4, Appendix B, for instruc tions and cxamp l.os for 
SF l35's. 

DEFINITIONS: 

1.	 Final Settlement of Cost-Type Contracts as used herein includes, 
as applicable, settlement of all items specifically excepted
in the final release, and the satisfaction of all as si gnraent s 
of interest executed by the contractor as cond Lr Lon s prece dvn t 
to the payment of the completion voucher under a completed contract. 

2.	 Final Settlement of Fixed-Price Contracts containing price
redetermination, escalation, or partial payment provisions weans 
payment for the final delivery under a complete contract or 
payment of the final termination claIm under a tenninatcd 
contract. 
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FILES ARRANGEMENT AND NUMBERING SYSTEM: 

1.	 Series 762 and 763 have been aligned with the Management 
Information System (MIS) numbering system. Subject files are 
identified by the number following the decimal which coincides 
with either the activity or subactivity code of MIS. (NOTE:
Series 760.4 shall be used for reports made under MIS.) 

2.	 Arrangement of files and further subdivisions not otherwise 
prescribed herein shall be as determined by the FAO; however, 
all file folders shall carry the four-digit file series number 
prescribed herein as identification for disposal standards. 

760	 CONTRACT AUDIT ADMINISTRATION. Records relating to the administra-
tion of the FAO. 

760.1	 General. Documen~relating to audit services which, due to 
their general nature, cannot be logically filed elsewhere 
in the 760-763 series. 

FAO: Destroy after 3 years. 

760.2	 Scheduling. Records relating to the planning and scheduling
of audit services, including identification of areas requiring
priority action. 

FAO: Destroy after 3 years. 

760.3	 Audit Guidance Memorandums. Copies of audit guidance memo-
randums received from Headquarters, DCAA, or Regional
Headquarters. Audit guidance memorandums should be filed 
according to the chapter or appendix in DCAM 7640.1 to 
which they relate: 

760.30 Relate to several chapters (should be cross-filed)
760.31 Chapter I 
760.32 Chapter II, continuing through final chapter
760.3A Appendix A 
760.3B Appendix B, continuing through final appendix 

FAO: Destroy when superseded, obsolete, or no longer needed 
for reference, whichever is earlier. 

760.4	 Recurring Reports and Information Requirements. Recurring
reports and one-time information requirements related to 
audit services not otherwise identified in 760-763. 

FAO: Destroy after 3 years. 
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760.5	 Reference Files. Records relating to the general field of 
audit services consisting of extra copies of documents which 
duplicate the official record copy filed elsewhere; rough 
drafts, notes, and other material being held for reference. 

FAO: Destroy when superseded, obsolete, or no longer needed 
for reference, whichever is earlier. 

761	 THE PERMANENT FILE. These contractor background records are those 
referred to as "the permanent file." 

761.1	 Contractor Correspondence. Correspondence of a general
nature or relating to several contracts. 

FAO: Working file. Keep current. Upon final settlement of 
last contract held by the contractor or deactivation of the 
FAO, retire to FRe, hold 6 years, then destroy. 

761.2	 Contractor Background. This file provides basic information 
to new staff members, supervisory personnel, and others 
as to a contractor's current policies, organization, operating
procedures, resources, capability, and similar information. 
Such records are maintained on a current basis by updating 
the file as additional information is obtained as a result 
of any audit effort and may contain duplicates of official 
record copies filed elsewhere. Includes copies of items such 
as summary reports and disclosure statements. 

FAO: Working file. Keep current. Upon final settlement 
of last contract held by the contractor or deactivation of 
the FAO, retire to FRC, hold 6 years, then destroy. 

762	 CONTRACT AUDIT CASE FILES. Subject files are identified by the number 
following the decimal which coincides with either the activity or 
subactivity code of the MIS. (NOTE: These files are not to be used 
for reports made under MIS - see 760.4.) 

762.01	 Contract Correspondence. Correspondence relating to the 
specific contract covered by the case file. 

FAO: Destroy correspondence of continuing interest and value 
6 years after final settlement of claims and final audit 
action on the related contract. Transfer to 761.1 or destroy
when no longer needed for reference, correspondence having 
no continuing interest or value. 
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762.02	 Contracts. ~opies of contracts used in performing contract 
audits. 

FAO: When copies of contracts are readily available from the 
office of record or another appropriate source, copies of 
contracts may be disposed of immediately after extraction of 
the data required for the contract brief card. Classified 
contracts shall be returned to the office of record or disposed
of in accordance with DCAAM 5205.1. Copies of contracts 
shall not be retired to Federal Records Centers. 

762.03	 Contract Brief Card. Cards containing data extracted from the 
contract (DCAA Form 7640-2). 

FAO: Destroy 6 years after final settlement of claims and 
final audit action on the related contract. 

762.04	 Public Vouchers. Auditor's copy of the public voucher used 
for processing and the copy of the paid voucher received 
from the finance office. 

762.041 Auditor's copy
762.042 Paid Copy 

FAO: Only the copy of the final voucher shall be retired 
to the FRC as part of a settled case file. Retention and 
disposition of other copies is at the discretion of the FAO 
chief. 

762.1	 Incurred Costs. Records relating to the audit and review of 
costs which have been incurred or the appraisal of the 
contractor's operations and procedures which either contribute 
to, or have an impact on, costs charged to or expected to be 
charged to Government contracts. 

762.11 Performance and Financial Controls 
762.12 Materials and Services 
762.13 Labor 
762.14 Indirect Expenses
762.15 Other Reviews 
762.16 All Inclusive Audits 
762.17 Special Audits 
762.19 Negotiation Memorandums 

FAO: Destroy 6 years after final settlement of claims and 
final audit action on the related contract. 
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FAO: If con t rac.t is awa rdod , d- srroy f v cars ,Jf:t·-~r f ina L 
sc t t l cmeu t of c Laiu.s and f Ln o L audit ac r i.on c.l': t11_ 1:~,~,'1.::tteJ 

corrt r ac t . If cor.t.r a c.t i:::. not- ava r dc-d , (~:-,·;t:-c=. _, ~."',--,;:O' ,,:Ltvi' 
se rv Lce is p orfo rricd or a dvc ce f ucn ishe d . 

Other Audi ts and IlcvLews . 

762.42 Def~S:tiv~"_R~j_0ng. Records reLa t.I ng to Pc!!'';-o;-rning 
audits of contrac~s containing defect~vc pricing
provisions and aud i t reports the rc sul L1:> of such(IT) 

audits. 

FAD: Destroy 6 years after f i.ual se t t Lcmen t of 
claims and final awilt action on the related 
contract. 

762.440	 CAS Disclosure Statpments an d Rev is Lon s , ~cc.ords 
related to the rev Low of a contractor's ini cia] and 
revised disclosure statements to determine adequacy. 

FAO: Destroy 3 years after supersession or 
obsolescence. 

762.442	 CAS Comp] iance Revtc:.~~. Records related to rev Lew Lng 
contractor's disclosed practices to determine if such 
pract ices are in compliance vli th CAS and ASPR. 

FAO: Destroy 6 years after final settlement of 
claims and final audit action on the related contract. 

762.443	 CAS Price Adjustment Rev i.ews , Records related to 
review, report preparation, and resolution of price
adjustment proposals to comply w i.th new Cost 
Accounting Standards or from voluntary changes to 
existing cost accounting practices or contractor's 
failure to comply with applicable Cost Accounting
Standards. 

FAD: Destroy 6 years after final settlement of claims 
and final audit action on the related contract. 
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763. '}	 Proe tirC'I~\ent L iai~0n" 
Lj.a i son Au.l.i r.o r.s p rov Ld.iu g ~d\T LSO cy a)_·c.~L sc rv ice s 'en 

p ro cu reracn r 2..11d com ra c t LldnD.l~Lstr:JtL(·1! c{~icc:)c, .. 

FAO: Drs troy a f t cr 3 y car.: , 

763 . 41 CJ	 COl:.. ~ t.~'! (~~~2.:~_t .i.,'j5:.'.:::~ r..(~c .) !. .] sC r,-!~2:JAit:.._~-::.C2.1~ _~2J._ \~ '-,~.C~L_C;:..o i~ '::.t.'..::~• 
r'e La t Jng to peri od.ic con Ecren ces of C('~i.'-~7~mt aud i ro+s of 
mul ta+d iv i s.ional contractors, iuc 1ud i.ng P Lan s for the-
conference, agenda, list of p a rcLc ipan t s , m.mu tos , trau scrLp t s 
of presentations and discussions, and related documents. 

FAO: Destroy af tc r 3 years. 

763.411	 CAe Case Files. Records relating to CAe cases whLch consist 
of problems coming to the attention of the coo rdLna t o r for 
resolution under the CAe Program and studies undertaken 
under the monitorship of the coordinator, the scope of ~hich 
is companYFide or affects mOle than one location, such as 
access to records, problems Wllich cannot be resolved locally,
and problems that require uniform action at the contract 
administration or corporate headquarters level. 

FAO: Destroy 6 years after i\dvice of CAe Case Resolution 
is prepared. 

763.43	 GAO Activity. Records relating to developing informatjon
and comments on GAO reports, including letter reports issued 
by GAO Headquarters and GAO Regional Offices, including
records relating to discussions and conferences with GAO 
personnel and ~vith DCAA, contractor, or procurement off lcials 
on GAO matters. 

FAO: Destroy after 6 years. 

763.435	 Summary Reports. Records relating to the preparation of 
summary reports, including a copy of the report. 

FAD: Upon supersession, transfer to 761.2 and dispose
accordingly. 

5-B-7-14 

http:iuc1udi.ng


7(. ~ It/J~~ C:.:\'~~_:=.:,-;._~~:~_l r~~L~'!~~~~" RC?CC.Cl;:'~ L-Cl.1Li:;~ 10 p rov i.d i.l1g Lal~ 1}/~( 

C;,'_, L;:L':·~'l,..":J_O" o r L-02poru:~ v'flJt:!\ 21C not (1tl"?nJJsC' .'cq;':1;-::>d 

of L~?,\ F;:.' 'JJI pCl"fUl.r:llI1g .LtC dudit rru ss.f on . 

7(/:\. ':'t;	 2.nq_ SJ:.!!cL~('_s_. Rcc o r ds r c La t cd to~_L~'_~~-Ll_~.~_C_I?j_(:.~t~ t e chn i.c.r.l 
.:JG(i p c c ,.:wc! studies f r.m Ll approved by tU' rc.j t.s	 o v Ile ad qu a r or s , 

])C.\c\., or P...egLc.nnl ne.::.~lqllc~!.Lf\r~-; wn Lch [lrQ ub o v e an d bC--YOllt.1 
t.h e uo r ua I a ud r r m.l ss i.on and do not d.Lr c c t Ly b ene f i t t hc 
CWG.Lt of tl!8 contractor Lnvo l v=d , 

~~O: Destroy after 6 years. 

76:5.49	 N~?'?! Re co r ds to p rencgot.Lat t on~':.:.<)_~_.~':2!l...~onfcJ:".:~11..r~.~~. r e La ted 
an d n~,;;cd.3t]_On cor fe r en ce s and ASBCA lleal':ings) E:,:CLlhJ1:'lC 
rc.::0 c.ls TeJ atin:3 s pcc i.f Lca Lty to Jn cu r re d Co:;[S, Fo rwa rd 
P'r.t.c i.ng , Defective Pricing, or CAS Activity, wh I ch should be 
a pHrt of the related case file. 

FAO: Destroy afLer 6 years. 

763.499	 Other Aud i t Se rv i ce s , Records relating to audi t services 
performed but not o the rwt se identified in the 760-763 
series, EXCLlIDING audits and rev Icws of specific contracts -
see 762 .lf99 . 

FAD: Destroy after 6 years. 
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